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ABSTRACT / 

The document is>a distributive education (DE) course 
of study whose major "goal is tb help students gain the? knowledge dud 
skills that will facilitate their work and advancement in management. 
The nine topics comprising the course are: orientation, importance of 
distribution, careers, personal development, huanan relations, job 
skills, employment, financial management, ^ jand business math. The 25 
units of instruction are aesigned to account for approicimately 15 
weeks of individualized instruction time; the othefr- six weeks are 
left to the discretion of the DE teacher-*coordinator. Each 
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FOREWORD 

, Theie Js a high demand for AmplpymJDJM^ 

Opportunities for advancement for the trained employee are available for qualified persons. 

the major goals of this publication are to aid the student in gaining these knowledges 
and developing skills that will facilitate his work and advancement in management. 

These curriculum materials are designed to instruct students in the qualities and 
competencies necessary for success in management. 

Suggestions for implementing the curriculum are included to facilitate its use by the 
DE teacher-coordinator. 

Included in the course of study are nine topics and twfenty-five units of instruction. 
The nine- topics are designed to account for approximately fifteen weeks of related 
instruction time for the schooJ year* The student should spend fifteen weeks in 
individualized instruction and the other six weeks are left to the discretion of the individujal 
DE teacher*coordinator. 

Francis T. Tuttle, Director 
State Department of Vocational and 
« Technical Education 

M. J. cieBenning, State Supervisor 
Distributive Education ^ 
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INTRODUCTION 



USE OF THIS PUBLICATION' 



1^ 



Instructional Units 

The Distributive Education I Course of Study includes nine topics. EacH topic consists 
of one or more units of instruction. Each instructional unit include:^ behavioral objectives, 
suggested activities for DE teacher-coordjnator and; students, informptipn sheets, assignment 
sheets, visual aids, tests, and answers to the .te$i Units are plann^jl for more than one 
lesson or class period of instruction. 

Careful study of each instructional unit by the DE teacher*coorclinator will help him 
determine: . ' 



A. The amount of material that can be covered in each class period. 

B*. The skills which must^be demonstrated. 

C. Supplementary materialAich as pamphlets and filmstrips that must be ordered. 

D. Resource people that must be contacted. ^ 



Objectives 

Each unit of instructiont is based on behavioral objectives. These objectives state the 
goals of the course thus providing a sense of direction and accomplishment for the student. 

Behavioral objectives are stated in two forms: Terminal Objectives stating the subject 
matter to be covered in a unit of instruction; Specifics-Objectives stating the student 
performance necessary to reach the terminal objective. 

Since the objectives of the unit provide directioh for the teach ing-learnihjg process^ 
it is important for the DE teacher-coordinator and students to have a common 
understanding of the intent of the objectives. A limited number of performance terms 
have been used in the objectives for this curriculum to assist in promoting the effective^efs 
of the communication among all individuals using the materials. 



Following is a list of performance terms and their synonyms which were used 



in 



this material: 

Name . 
Label 

List in writing 
List orally 
Letter 
Record 
Repeat 
Give ^ 



Identify 

Select 

Mark 

Point out 

Pick out 

Choose 

Locate 



40 



Describe 
Define 

Discuss in vyriting 

Discus$ orally 

Interpret 

Tell how 

Tell what 

Explain 



8 



IX 



I 



Order 
Arrang 
Sequence -^^^ 
List In order 
Ulassify ^ 
Divide 
Isolate 
Sort 



Distinguish 
Discriminate 



Construct 
Drfw 

Biiild — 



Design 

Formulite 

fteproduce 

Transcribe 

Reduce 

Increase 

Figure 

Cost 



DenfTonstrate 

Show your work 

Show procedure 

Perform an experiment 

Perform :the jteps 

Operatic 

Remove 

Replace 

Turn off /on 

(Dis) assemble 

(Dis) connect 



Reading of the objectives by the student ihould be followed by a class discussion 
to answer any questions concerning performance requirements for each instructional unit 

DE teachercobrdinator should feel free to add objectives which will fit the material 
to the jieeds of his students and community: When a DE teachericoordinator adds 
objectives, he shQ(ij[d remember to supply the needed information, assignment sheets/dnd 
criterion tests* / 

Suggested Activities ^ 

Each unit of instruction has a Suggested Activities sheet outlining steps to follow 
in accomplishing specific objectives. The activities are listed according to whether they 
are the responsibility of the instructor or the student. 

DE teacher-doordinator ; Duties of the instructor will vary according to the particular 
unit; however, for best use of the material tbey should include the following: provide 
students with objective sheet, mfornriation sheets, and assignment sheets; preview 
filmstrips, make transparenctes^^nd arrange for resource materials and people; discuss 
terminal and specifie^bjectives and information sheets; give test. Teachers are 
encouraged to use any additional instructional activities and teaching methcids to aid 
students in accomplishing the objectives. 

Students ; Student activities are listed whiclt'will help the student to achieve the 
objectives for the unit. 

9 . 
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Information Sheets 



Information sheets provide content^ essential for meeting the cognitive (knowledge) 
objectives of the unit The DE teacher-coordinator will find that information sheets serve 
ZaODLfixcellent guidfiLfor presenting the bac-kgroijnd knowledges necessary to di^op-tte 
skills specified in the terminal objective. \ , - 

Students should read the information sheets before the information is discussed in 
class. Students may take additional notes on the information sheets. 

Transparency fSlasters 

Transparency masters provide information in a special way. The students may see 
as well as hear the material being presented, thus reinforcing the learning process. 
Transparencies may pfesent new information or they may reinforce information presented 
in the information sheets. They are particularly effective tor such activities as learning 
and locating the parts of a machine. 

Transparencies should be made and placed in the notebook where they will be 
Immediately available for use. Transparencies direct the class's attention to the topic of 
discussion. They should be left on the screen only when topics shown are under discussion. 
(NOTE: Stand away from the overhead projector when discussing transparency "material. 
The noise of the projector may cause the teacher to speak too loudly.) 

•» 

Assignment Sheets 

Assignment sheets give direction to study and Turnish practice for paper and pencil 
activities to develop the knowledges which are necessary prerequisites to skill development. 
These may be given to the student for completion in class or used for homework 
assignments* Answer sheets are provided which may be used by the student and/or DB 
teacher-coordlnator foji-checking student progress. 

Test and Evaluation 

Paper pencil and performance tests have been constructed to measure student 
achievement of each objective listed in the unit of instruction. Individual test items may 
be pulled out and used as a short test to determine student achievement of a particular 
objective*. This kind of testing may be used as r^daily^iz and will help the DE 
teacher-coordinmor spot difficulties being encountered by students in their efforts to 
accomplish the terminal objective. Test items for objectives added by the DE 
teacher coordinator should be constructed and added to the test. Progress sheets \ire 
provided for student and DE teacher-coordinator to record acceptable performance of skills 
outlined in assignment sheets. , 

test Ansv^rs ^ f 

i Test answers are provided" fof each unit." ^bese may be used by the .DE 
tea(^h6r coordlinato|'- and/or student for checking student achievement of the objectives. 
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Pay Numbering System 

* Each Section in this publication is assigned a specific letter: 



AT^Orientation — : ^ — ;. ; ~ ~ ■ 

^^ B, Importance of Distribution V 

C. Careers 

D. Personal Development 
Human Relations 

F. Job Skills 

G. Employment - ^ , 

H. .Financial Management . ^ 

I. Business Math 

Pages are numbered consecutively wittijn each section. For* example: Personal 
Development begins with page number D-l . If the page is available as a transparency master, 
;TM appears at the top' of the page. 

The following key will help to easily identify each section by color: 

White - "Objectives, Suggested Activities, Trjansparency Masters, Ideas 

Green • Information Sheet 

Tan - / Assignment Sheets 

- Yellow - Tests ^ \ 

Pink - Answers to Tests 

(NOTE: The effectiveness of this material will depend on you as a DE teacher-coordinator.) 
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' DECA 
UNIT I 



- TERMINAL OBJECT! Vr 



After^completion of thfs unit, the student should be able to write a sketch of the history 
of distributive education and Distributive Education Clubs of America, the DECA Tagline, 
Motto and representation of colors, and label each side of the tHangle. l^e should also 
be able to name the parposes of DECA, recogni2!e the parts of jftie emblem, and recite 
the creed. Knowledge of this information should be evidenced] by scoring eighty-five 
percent on the unit test. , * ' 



SPECIFIC OBJECTIVES * J 
After completion of this unit, the^ Student sRould be able to: ) 



1. 



Match terms dealing with D£ to the correct definitiipn. 



2. » Write a paragraph sketching' the history of distributive education and DECA. 

3. Write the Jabel on each side of the triangle which represent p 'good DE 
program. 

S , v. - 

It 

4. Name six purposes of DECA. 

■ I . 11 ... ■ 

5. , '" Write the DECA Tagline. J ' i ^ 

6. Write the DECA Motto. 

7. Write what the two DECA Colors represent. V 

8. Identify the parts of the DECA Emblem. 



9. Demonstrate the ability to repeat the DECA Creed,^ 



' ' \ \- .DEGA 

— . UNIT I 

' ■ '\> 

SUGGESTED ACTfVITIES 

\l. DE TeacherrCoordmator: 
- \ A.' ' Prepare buNetin board* 

' 4 ' * 

V B. Prepare transparency. 

C. Provide students with dbjective sh6et. 
. D. Provide students with information sheet. 

_ , E. Discuss terminal and specific objectives. 

> 



F. ^ Discuss information sheet. V 



G. Give test; 

(NOTE; Consult audiovisual supplement for suggested films.) 
II. Student: 

A. Read objective sheet. 

.... - .t . ■ ' * . ■ . . 

B. Study information sheet. 

C* Take test 

INSTRUCTIONAL MATERIALS 

L Included in this unit: 

A. Objective Sheet 

B. Information sheet ^ 

C. Bulletin board idea The DECA Emblem 

D. Transparency masters ' 

1. TM 1 ^-Triangle of Good DE Program 

2. TM 2-The DECA Emblem . 

E. Test . 

F. Answers to test . 



* 



IL References: ^ ' 

^. Oklahoma Association DECA Handl^ooli: 

-. , . - . . > ^ f. \ ' 

b. National DECA Handbook ^ 



I ■ 
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/ * ^ UNIT I 



INFORMATION SHEET 



Terms and definitions ^ 

A. Assistant State Supervisoi^ed Best, designated by $tati§r^upervisor^ 
assists the State Supervisor in conducting work; DECA advisor 

B. Career. Development Conferences-Competition for State Conference wthhers^ 
was National Leadership Conference 

C. DECA^orath orgaoization^of Distributive E^lucation; Distributive* 
Education Clubs of Americ| local, state, and national level 

♦ ■■ - " 

D. DECA blazer-A navy bluejjiazer with the DECA emblem on the left breast 
pocket, the official identffying* uniform of DECA 

E. DECA Distributor-Official publication of DECA, Inc., sent to each student 
for membership in DECA 

(NOTE: From 1947-1953 M. J. De*Benning and C. K. Reiff edited and 
published the DECA Distributor.) 

F. DECA Foundation-Created to assist and encourage DECA members to 
continue career study in marketing and distribution; serves as a financing 
aid for DECA 

G. DECA, Inc.-Adult governing body of DECA ^nade up of DE Stat§. 
Supervisors of each state association 

H. DECA, Inc., Board of Directors- Elected by the members of DECA, Inc.; 
made up of one student DECA member (a national officer), DECA Chapter 
Advisor, professional members of DECA, 15 total members 

J. Distributive Education {DE)--Vocational program involving retail, wholesale, 1 
and service occupations, secondary, post secondary, and adult 

J. Distributive occupation-^Proprietors, managers, or employees engaged 
primarily in marketing arid merchandising goods and services • 

K. National Advisory Board-A group of businessmen which contribute financial 
support to DECi^ 

L. Oklahoma State LeadershV-^ofiference-Competition for DECA members 
oh the state level 

{NOTE: Information on the t^/cT^ypes of activities may .be found in 
Oklahoma DECA activitifis-aila awards program.) 
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INFORMATION SHEET 

M* State Supervisor -Person in charge of Distributive Educatibn in Oklahoma; 
M. J. DeBenning 

N. Vocational education-Improve the efficiency of an individual in a specific 
occupation, either as a preparation for employment or supplementary to 
the duties of the employed worker ) 

II. History of distributive education and DECA 

A: DE began July 1, 1937, Geoge Deen Act 

B. First state-wide meeting in Oklahoma City spring of 1944 * 

C. First National Convention in'' 1947 

D. DECA officially adopted in 1947 

E. . DECA, inc., officially adopted in IQBO 

F. DECA Foundation developed in 1951^ 

G. DECA Tagline developed in 1962 by DECA student 

H. Designed to aid people with career goals in distributian 
111. Triangle of good DE program (Transparency 1) 

A. Good classroom instruction 

B. Good supervised work experience 

C. Good club work participation 
IV* Purposes of DECA 

A. Intricial part of DE program 
_ 6. ^ Develop leadership 

C. Provide social intelligence 

D. Instill civic consciousness 
^. Provide vocational understanding 

F. Develop vocatior>dl competence 



3 



V. DECA Tagline-Developing Future Leaders for M^keting and Distribution 
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INFORMATION SHEET 



VI. DECA Motto-Power .works with ease; V|^eal<ness frets continuously 
VII. DECA Colors / \ 

I 

A. Blue--Suggests sincerity and genuineness ^ 

B. Gold-Crowning success which comes tlf) one who lives usefully and wisely 
VIII. DECA Emblerp (Transparency 2) » \ 

• ' ^ \ !' 

A. Leadership development-Th6 distributive educsition student is given an 
opportunity to participate in many activities dekgned to teach him to be 
not only a leader* but also a follower \ \ 

A \ 

B. Civic consciousness>-The distributive education student learns to recognize 
his obligations to the community ^ \^ \ 

\ ' 1 

C. Vocational understandirig^-Being able to t?ike hi^ place in the world of 
business \ \ \ 

^ t ii ■ 

D. Social mtelligence-Through contest and social events the DECA member 
IS given an opportunity to develop poise, an^ to gain acknowledge of the * 
social graces necessary in our society ^ • 

E. Wrapped package-Symbolizes a welNrounded education in preparation for 
life ^ . V 

F. Rays of sunshines-Denotes the glowing personal satisfaction resulting from 
a complete job that has been well done 

IX. DECA Creed 

I believe m.the future which I am planning for myself in the field of distribution, 
and in the opportunities which my vocation offers. 

I believe in fulfilling the highest measure of service to my vocation, my fellow 
beings, my country, and my God-that- by so doing, I will be rewarded with 
personal satisfaction and material Wealth. 

I believe in the democratic philosophies of private enterprise and competition, 
and in the freedom of this nation-that these philosophies allow for the fullest 
development of my individual abilities. 

I believe that by doing my best to live according to these high principles, I 
will be of greater service both to myself and to mankind. 
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DECA 
UNIT I. 
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TEST 



1. * Match the terms to the corr«bt definition. 



> 



_a. Vocational education 1. 

Distributive education 
C Distributive occupation 
d DECA 

2. 

^e. DECA, Inc. 

J. DECA, Inc., Board of 
Directors 

_gr National Advisory Board 

^h. DEpA Foundation a 

^i. DECA Distributor 

J. State Supervisor 

_k. Assistant State Supervisor 4. 
I. DECA blazer 



m. State Leadership 
Conference 

n. Career Development 
Conference 



5* 



6. 



7. 



8. 



9.. 



Created to assist and 
encourage DECA rhembers to 
continue career study in 
marketing land distribution; 
serves as a financing 
aid for DECA 

Improve the efficiency of an- 
individual in a specific v 
occupatiort, either as 
a preparation for ? 
employment or supplementary 
' to duties of th^mployed 
worker 

Youth organization of 
Distributive Education, 
Distributive Education 
Clubs bf America local, 
state, and national level 

Person, in charge of " 
distributive education 
*in Oklahoma; M. J. DeBenning 

A group of businessmen which 
contribute financial support 
to DECA 

Ted B'est, designated by 
State Supervisor, assists the 
State Supervisor in 
conductin^*)vork; DECA advisor 

Competition for DECA members 
on state level 

Competition for State Conference 
winners was National 
^ Leadership Conference 

A navy blue blazer with the 
DECA emblem on the left pockety 
the official identifying 
uniform of DECA 
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10. Vocational program involving 

retail, wholesale, and service d 
* , occupations 

11- Adult governing body ot DECA 

made up of DE State Supervisors^ 
J . " of each state association 

^ 12. Official publication ofDECA 

Inc., sent to each student 
for membership in DECA 

13. Prqprietors, managers, or 
4 empfoyees engaged primarily 

. ^ in marketing and merchandising 

^ * * goods and services 

■'" ji ' ' * 
*14. Elected by the members of * 
^ DECA, Inc.; made up of 

one student DECA member 
Ma national officer), 
DECA Chapter Advisor, 
professional members of 
DECA, 15 total members 

* ♦ 

2, Write a paragraph sketching the history of Distributive Education -^nd DECA. 

3. Write the label on each side of the triangle which represents a good DE Program. 




4. Name six purposes of DECA» 
a. 

b. . • 

c. 
d. 



■erJc 
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f. 



Write the DECA Tagltne. 



6. i Write the DECA Motto. 



DE I - 17-A 



8. 



Write what two DECA <Colors represent. 

♦ - 

a. Blue- • . i 

b. . Gold*- 

Identify the parts of the DECA Emblem, 





/ \ 



c 



9. Demonstrate the ability to repeat the DECA Creed. 
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DECA 
UNIT 1 

ANSWERS TO TEST 



1. a. 2 , » * 
! b. 10 

c. 13 . '* 

* * 

d. 3 - 

e. 11 . ' 

f. 14 

g. 5* ' ; 

h. 1 

f. 12 ' 

j. 4 ^ 

k. 6 ' 

I. 9 

m. 7 « ' ' 

. n. 8 

2. The following items sliould be included in the paragraph. 

a. Began July /I, 1937, George Deen Act 

b. First state wide meeting in Oklahoma City spring of 1944 

c. First National Convention in 1947 

d. DECA officially adopted in 1947 

e. DECA, Inc., officially adopted in 1950 
' f. DECA Foundation developed in 1951 

g. DECA Tagline developed in 1962 by DECA studeht 

h. Designed to aid people with career* goals in distribution 
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3. 



Good eiassroom Instructidn 




Good Supervised Work Experience 



5. 
6. 
7. 

8. 



Possible Technical 
and Social Competence 

Good Club Program IDECA) , * 

a. Intrical pact of the DE program 

b. D^eiop leadership 

c. , Provide social intelligence * . 

d. Instill civic consciousness 

e. Provide vocatior^al understanding 

f. Develop vocational competence 

Developing Figure Leaders for Marketing and Dlstributior^ 
Power works with ease; weakness frets continuously 
a. Sugge^it^ sincerity and genuineness 

b* Crowning success which comes to one who lives usefully and wisely 
Leadership Development 



Civic 
Consciousness 




Sun Rays 



Social 
ntelligence 




\ 



Wrapped Package 



/ 



/ \ 



Vocational Understanding 



Performance jkills will be evaluated to the satisfaction of the DE teacher- 
coordinator. 
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'4 FREE ENTERPRISE S.YSTEM . 
UNIT ! 




TERMINAL OBJECTIVE • 

After completing this unit, thfe student should *be able to match terms to their proper 
definition associated with the free^nterprise system. He should be able to select the 
essential ingredients which free enterprise^ is comprised, label the circular flow* chart of 
our free-market system, and discuss ways free enterprise affects consumers. This knowledge 
will be evidenced by Scoring eighty*flve percent on the unit test. 



SPECIFIC OBJECTIVES 

After completion of this unit, the student should be able to: 

1. Match terms accociated with the free enterprise system to the correct 
definition* 

2. Select from a list the essential ingredients of which fr^e enterprise is* 
comprised. * . 

I . 

3. Label the circular flow chart of our free enterprise system* 

4. Select frpm a list methods the government uses to influence the free market 
^ system. 

5. Discuss ways our free ^enterprise system affects consumers. 

6. Write a short ri0Sh illustrating the opinion of individuals concerning the 
" free enterprise system* 
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FREE ENTERPRISE SYSTEM 
UNIT I 



SUGGESTED ACTIVITIES 

1. DE /Te?achjer-Coofrdinator: 

A. Provide' students with objective sheet ' ' 

B. Provide students with information and assignmefit sheets. 
V C. Make transparencies. 

^' ■ • <* 

D. Discuss' objectives. 

E. Discuss information sheet. ^ 

F. Order •''The National Econpmy" {See additional references.) 

G. Give test * . 

(NOTE: Cbnsult audiovisual supplement for suggested films.) 
II. Student: 

■ %. 

A. ftead objective sheet. 

B. Study information sheet 

C. Complete assignment sheet 

D. Take test. 

INSTRUCTIONAL MATERIALS 

I. Included in this unit: 

A. Objective sheet 

B. Information sheet 

C. Transparency masters 

1. TM 1-Profit Creates Jobs 

2. TM 2-Free Market System ' ^ 

D. Assignment Sheet #1-Free Enterprise System 
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E. Test , 
Answers to test 

II. References: ' 6 

A. Mason, E. R. Marketing and Disiribution. OaHas, Texas: Greg Division, 
* ' . McGraw-Hill Book Company, 1968, \ V 

8. Wiget, D. J, The Free Enterprise S/£ten). Ohio State University. 

C. Wilson, W. H. Consumer Economic Problems^ Seventh Edition. Dallas, 
Texas: South-Western Publishing Company, 1966. " 

III. Additional References;. 

A. "The National Economy", Science Research Associates, 259 East Erie 
Street, Chicago, Illinois 60611, cost $5.95, 2;24 participants, M2 t^ams. 

\ T*ie game is concerned with the development of a "hypothetical 

National Economy. The business community is grouped into three separate 
segments producing three kinds of goods: consumer, luxury, producer goods. 

B. Oklahoma Council oh Economic Education. Dr. Clayton Milllhgton, 
Executive Vice-President, 215 College of business Administration, Oklahoma 
State University, Stillwater, Oklahoma 74074. 

Materials and information can 1^$^ obtained from, the above source. 
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I. Terms and definitions >^ 

A. Economic system^-Thq way a nation uses its natural and man-made rifeources 

B. Free enterprise--An economic system that allows individuals and busineslfeK 
to make their own choices about what they will do tq earn a livelihood 
and how they will spend their moneys 

C/ Private property-Portions of income that one keeps, regardless of whether 
it is kept as money, invited in bonds, or held in the form of material 
assets. 

D. Free-market system-A. system of freedom of choice 

E. Competition*-The effort of two or more business firms or individuals acting 
independently to attract a customer 

F. Profit--The reward of business risk 

II. Essential ingredients of which free enterprise system* is comprised 

A. Private property 

(NOTE: Private property may be used to earn more income.) 

B. Free markets 

\ (NOTE: Consumers have freedom of choice and their choices determine 

what shall be made, how much, and the price to be paid for it.) 

C. Profit motivation (Transparency 1) 

D. Competition 

1. Lowers prices * 

2. Improves products » . 

3. Creates new products 
114. The free market system 

(NOTE: Circular flow chart. Transparency 2) ^ 

A. What to produce 

B. How much to produce 
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INFORMATK)N SHEET 

C. How to produce , > * ' 
D/' How production is shared ^ . 

IV. Mrthods the government uses to influence the free-market system 

A. *What to produce 

1. ' Collects taxes ^ 

1,'. " ' 

2. Taxes lu^juries 

3. Pays .farmers more than market price V 

4. ^ Makes production of narcotics illegal except as controlled 

B. * How much Jo produce . ' ^ ^ 

1. Pays farmers not to use land 

2. Pays subsidy to airlines . 

3. Regulates* rates and competition of public utilitiet and public 
transportation , : ^ 

4. Gives special tax inducements to businesses for expansion 
*C. How to produce * 

'1, Controls working conditions' of women and children 

2. Controls public education 

3. . Regulates use of resources, such as oil, gas, and water 

D. How production is shared 

1. Legislates hours of work, overtime, minimum wages 

2. Taxes profits and income 

3. Controls employment practices 

4. Operates businesses in competition with private businesses 
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INFORMATION SHEET 



V: Ways the free enterprise system affects consumers 



CHARACTERISTIC 
Private property 



Free markets 



Profit motivation 



Competition 



EFFECT ON CONSUMER 



Savings (part of income not spent) may be invested 
in property, which in turn produces an income; 
thuS/ private property increases ability of consumers 
to maintain a high level of living. 

Balance between supply and demand of goods and 
services wanted by 'consumers at prices consumers 
can pay is maintained thraugh consumers 
exercising their economic freedoms in the form 
of "economic voting*" Markets are sensitive to ^ 
consumers' economic votes* 

All goods and services consumers want and demand 
are the products of free enterprise. 

Without the possibility of maki|g profit businesses 
that produce the products and services that 
consumers want and ne^d would not be started; hence, 
the products and services would not be available, 
and the jobs in business on which consumers are 
employed would not exist. 

Businesses, spurred by the,.hope of greater profit, 

improve present products and services and 

develop new ones which indirectly benefit consumers. 

Producers and sellers are automatically limited by 
competition in the prices they demand from 
consumers; thus, unrestricted but fair competition 
among producers and sellers results in reasonable 
prices and better products and seniHces for consumes. 
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13>B 



FREE ENTERPRISE SYSTEM 
UNIT I 



ASSIGNMENT SHEET #1.-FREE ENTERPRISE SYSTEM 



Name 



Date 



Problem: Inquire what the essential features and characteristics of the free enterprise system 
^re from two students who are not taking this course, two teachers in your ^choal, two 
businessmen, and, two neighbors. 

Directions: Prepare a report in outline form, omitting the names of the persons yJ|i 
interviewed, \h which you ^ive the composite ideas that each of the four groups has about 
free enterprise. 
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FREE ENTERPRISE SYSTEM 
UNIT I 



TEST 



Match the following terms to the correct definitiori. 



__a. Economic system 1. 
_b. Free enterprise 
_c. Private property 

* 

_d. Free-market system 
__e. Competition 2. 
J. Profit 3.^ 

4. 

5. 



An economic system that allows 
. individuals and businesses 
to make their own choices 
about what they will do 
to earn a livelihood and 
how they will spend their 
money 

The reward of business risk / 

A system of freedom, of choice 

The way a nation uses its 
natural and man*made resources 

Portions of income that one 
keepis^ regardless of whether 
it is kept as money^ 

invested in bonds, or ^ 
held in the form of 
material assets 



6» The effort of two or 
* more business firms or 

individuals acting independently 
to attract a customer 

Place an "X" in front of each of the following which are essential ingredients 
of which free enterprise is compvrlsed. 

^a. Public property 

b. Private property 

c. Assets 



d. Free markets 



e. Profit motivation 



f. Competition 



Label the circular flow chart of our free enterprise system. * 




Place an "X" in front of each of the following which show methods the 
government uses to influence 1 the free-market system. 

a . Collects taxes 

b> Pays farmer more than market price 
^c* Controls public education 

d . Gives special tax inducements to business for expansion 

e. Pays subsidy to airlines 

f. Pays farmers not to use iand 

Name four characteristics concerning ways our free enterprise system affects 

consumers and discuss the effects. 

CHARACTERISTIC * EFFECT ON CONSUMER 

a, 

c. . ^ 

d. . t 

Write a short report illustrating the opinion of individuals concerning the free 
enterprise system* 
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5. .Discussion should include: 
^ CHARACTER teTIC 
Private property 



Free markets 



Profit motivation 



^Competition 



EFFECT ON CONSUMER 

Savings (part of income not spent) may 
be invested in property, which in turn 
produces'- an income; thus, private property 
increases ability of consumers to 
maintain a high level ^of living. 

Balance between supply and* demand of 
goods and services wanted by consumers 
at prices consumers can pay is 
maintained through consumers e)!?ercismg 
their economic freedoms in the form of 
"economic ^voting." Markets are sensitive 
to consum^rs^ economic votes. 

■ *" ..w '■ 

All goods and services con$umers_W5rlt - 
and demand are ^ttie^oducfe o^^ 

^^"'-^ ' ,-r0^"'^ 

Without the pa^iitjllrty *of t(\z\^% ^y(^^^ 
^businesses that produce the products 
and services that consumer^ want and need 
would not be started; hence, ,the prbducts^ ^ 
and ^rvlces would not be available,. ai;id 
the jobs in bUsineiJS on which consumers a.^. „ 
are employed would not exist. v. 

Businesses, spurred by* the hope of 
greater profit, improve present ^product? 
and services and develop new ones ' 
which indirectly benefit 'consumers. 

<^ 

Producers and sellers are automatically 
limited by competitioft in the prices 
they demand from consumers. Thus, 
unrestricted but fair competition among 
producers and sellers results in 
reasonable prices and better products 
and services for consumers. 



6. 



Evaluated to the satisfaction of the D.E teacher-coordinator, 
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MARKETING DISTRIBUTION SYSTEM 
UNIT II 



TERMINAL OBJECTIVE 



After completing this utjit the stujdent should be able to match terms to their proper 
definition associated with the marketing distribution system. He shouW be able|to list 
the significance of markcfting, functions of marketing and kinds of markets and cohstruct 
a chart showing the chafihels of distribution. This knowledge will be evidenced by scoring 
eighty-five percent on the unit test. 

SPECIFIC OBJECTIVES 



After completion of this unit, the student shpuld be able to: 

1. Define the term marketing distribution system. 

Lfst the significance of marketing as it pertains to. our economy. 

List the eight functionjs of marketing. 

List the five kinds of markets. 

Construct a chart showing the channels of distribution. 

Conduct research in the library and interview a businessman for a short 
report.to be given orally In class discussing one of the five kinds of marlcets. 




2* 
3. 

4. 

S. 

6. 




MARKETING .DISTRIBUTION SYSTEld 
UNIT II 



SUGGESTED ACTIVITIES 

DE Teacber-Coordinator: ^ 
A. Provide ^students with objective sheet. 
»B. Provide students with information and assignment sheetJ 
C« Make transparencies* 

D. Discuss -terminal and specific objectives. 

E. Discuss information and assignmyt sheets. 

F. Order "Probe". (See additional references.) 

G. Give test. 

(NOTE: Consult audio visual supplement' for suggested films.) 
Student 

* 

A. Read objective *hqet. 

B. Study information sh/set. 

C. Complete assignment sheet. • ' 

D. Take 



INSTRUCTIONAL MATERIALS 



1 



I* Included in this unit: * ' 
^ A» Objective sheet 

Information sheet * # 

C. Transparency master: TM 1 -Channels df Distributiorr 

D. Assignment Sheet #1 -Kinds of Markets 

E. Test * 
f . Answers to test 
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References: . 

A. Mason^^ E. R. Marketing and Distribution. Dallas, Texas: Greg Division, 
McGraw Hill Book Company, 1968. 

B. Wiget, D. J. The Free Enterprise System. Ohio State University. 

C. Wilson, W. H. Consumer Economic Problems, Seventh E<|ition. DaKas, 
Texas: South-Wtestem Publishing Company, 1966. 

Additional reference- "Probe," Parker Brothers, Inc., $7.95, Saletn,.Ma$Michu$etts 
01970. 

This game can be used effectively to teach terminology and spelling in the 
various areas of marketing. r . . 
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^ MARKETING DISTRIBUTION SYSTEM 
. ♦ UNIT II 



^ V INFORMATION SHEET 

I. Definition of marketing distribution system-Process through which goods anS 
services reach the consumer . t 

fl. Significance of marketing as it pertains to our economy 

; A. ^ OirectSv goods from producer to consumer 

B. Thirty-three percent of the working 'forcrf* is In distribution 

■ Well-being of our country is determined by v 

» 1. Productivity 

t 2. Consumption • • : ^ - 

3. Employment 

III. Functions of marketing ' , , 

A. Assembling and buying . * ' 

1. Assembling * 



2. 



(NOTIE: Accumulating or gathering goods from various sources.) 
Buyinci 

^. Agreement .On prices and terms of purchase, date of shipment 
at delivery, and transfer of itlt^e 

b. Determination of needs * 

c. Selection of sources of supply from which to purchase 

d. Determination of quality and suitability of the goods 



B. Storing 



(NOTE: Provides a physical supply of mahuf^ctured'^and processed goods 
to assume delivery to customers within a reasonable time.) 

Example: Goods such as room aircohditioners and circulation 

fans are used during only a few months of each year require 
storage. , /* 

Goods having a fairly steady demand and those that are 
perishable require very little storage. 
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INFORMATION SHEET 
Grading and standardizing 

■* ' t ^ 

1. Grading-^ The process of separating the supply of a commodity 
into classeis according to established standards. 

a. Eggs 

1) A 

2) B 

3) C 
b/ Meat (beef) 

1) Canner 

2) Cutter 

3) Utility 

4) Commercial 

5) Standard 

6) Good 

7) Choice 

8) Prime 

2. Standardizing-The process of preparing a definition or description 
of the various qualities of a commodity 

a, Apple 

t 1) 
2) 

3) 

b. Orange^ 
1) 
2) 



Well-colored 
Without blemishes 
Mature 

Juice 
Eating 



. DE I 

- INFORMATION SHEET 

Selling--To create or stimulate demand for goods 

1. Personal selling-Practiced by the retail salesperson who serves the 
customer both by providing information and demonstrating the 
product 

, 2. Non-personal selling«-Used to stimulate consumer demand 
.a. Newspaper 

b. Magazine 

c. Radio . 

d. Television 

\ ^ .... 

e. Billboards ^ 

f . Display 

Merchandising-The process of actually filling demands * 

1. Arrangement of counter an^^ther sfore facilities 

2. Display of goods 

3. Window displays : 

. 4. Procedure and personnel fbr showing and demonstrating goods 
, to pf*ospective customers 

5. Delivery service r 

6* Systematic credit policy 

7. Installation and repair service for goods - ^ - 

Transporting and communicating 

1. Transporting-The change in the location of goods after they are 
transferred from seller to buyer 

a. Airlines 

b. ftailroads 

- '' ' ' * 

c. Trucklfnek 

d. Pipeline; 

e. Ships 

f. Barges 



INFORMATION SHEET 



2. Communication-A link between sellers and buyers of 
commodities 

Example: Orchids ordered by cablegram from 

Hawaii may be delivered by air In Chicago 
within twenty-four hours 

a. Telephone 

b. Telegraph 

c. Radiotelephone 

d. Postal services 

e. Cablegram 

G, Financing-Providing for the money that is Invested in the good^ while they 
move to the consumer 

H. Risk takfng-Speculation on our organised market 



1. 


Fire 


2. 


Theft 


3, 


Breakage 


4. 


Physical deterioration 


5. 


Obsolescence ^ • 


6, 


Changes in the price level 


7. 


Changes in customers' wants and demands 



Kinds of markets 

A. Wholesale-Practice of trading in large lots 

1. Accomodates most producers and manufacturers in the entire 
range of commodities in a particular industry 

* ^ 

2. Large lot Is one hundred cases, a carload^ or an entire shipload 
of goods 
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INFORMAJION SHEET 

B. Commission-A wholesale market in which commission men operate 

1. Commission man-Takes physical possession of the goods offered 
by producer and handles the sale of them to wholesalers or 
retailers. 

2. u Commission--A fee the commission man receives for his service 

C. Auction-One in which buyers congregate and bid for products that are 
\ offered for sale 

T. - Fruits 

2. Tobacco 

3. Furs ^ 

4. Livestock 

Retail-The final outlet in the distributing system 
(NOTE: There are more retail organizations than any other type of 
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business.) 

1. Grocery store 

2. Department store 

3. Sen/ice station 

4. Meat market , 

5. St\oe store 

* 6. Clothing store 

E. Organized market-A place where buyers and sellers congregate for the 
purpose of trading in securities or products r^/ 

(NOTE: Organised marke*t is referred to as an exchange.) 

Channel of distribution-The route taken by goods from the manufacturer to 
consumer 

A, Manufacturer to consumer 

B. Manufacturer to wholesaler to retailer^o^onsumer \ 

C. Manufacturer to agent to wholesaler to retailer to consumer 

D, Manufacturer to large-scale retailer to confumer 
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MARKETING DISTRIBUTION SYSTEM 
UNIT II 



ASSIGNMENT SHEET #1-KINDS OF MARKETS 



Select for study one of the five kinds of markets. Begin your study with library materials 
and information, then extend it by interviewing a businessman in your community whcL 
is engaged in the operation of that particular kind of market Write a report that indicates 
your understanding of the kind of market you chose and the special purposes it serves 
in the distribution process. Be prepared to give information orally In class* 
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MARKETING DISTRIBUTION SYSTEM 
UNIT II 

TEST 

Define marketing distribution system. 



List the significance of marketing as it pertains to our economy 

"'a. 

b. 
c. 

1) 
2) 
3) 

List the eight functions of marketing. 

a. * ' 

* 

b. 
c. 
d. 
e. 
f. 
g. 
h. 

List the five kinds of markets, 
a. 
b! 
c. 
d. 
e. 

1 
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5. Construct a chart showing the channels of distribution, 
a. 
b. 



6. 



c. « 
d. 



Conduct research in the library and interview a businessman for a short report' 
to be given orally in class discussing one of the five kinds of markets. 




ERIC 



7^ 



/ MA R KEtjNiJ orstR I BUTI Ort SYSTEM 
^ / ANSWERS^m TBST^ 



•i / 



Process;*through wWch^aJfed^s find services reach the cpnfsumer 
a» Directs goods from'^prodticer to consumer " 

b. Thirty^three percent J th^ working force is m distribution 

c. Well being of our country is determined h)f 

^ 1) Productivity j ^ , ^ 

2) Consumption 

3) Employment ; ' ( ^ ^ 
a. Assembling and buying ^ 

b« Sforing j 

c. Grading and standardizing 

d. Selling 

e. Merchandising 

f* Transporting and communicating ^ 

g. • Financing 

h. Risk taking - ^ 

a. Wholesale 

b. * Commission * 

c. AMtipn 
d« Retail 

e. Organized /narket 

a. Manufacturer to consumer 

b. Manufacturer to wholesaler to retailer to consumer 

c* Manufacturer to agent to wholesaler to retailer to consumer 

d. Manufacturer to large-scale retailor to consurner 
Evaluated to the satisfaction of the DE teacher-coordinator. 
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PURPOSE OF DISTRIBUTIVE EDUCATION 
UNIT I 



TERMINAL OBJECTIVE 



After completiton of this unit, the student should be able to state the function of 
distributive education training. He should be able to select five career opportunities available 
in distributive education training and conduct re^arch on each career and report to the 
class. This knowledge will be evidenced through presenting a report and by scoring 
eighty-five percent on the unit test. 



After completion of this unit, the student should be able to: 

■ ■ ♦ 

1. Match terms associated with careers in distributive occupations to correct 



SPECIFIC OBJECTIVES 



definitions. 



2. 



Select from a list the objectives of distributive education. 



3. 



Select from a list elements of distributive education instruction. 



4, 



Select from a list the individual gains from distributive education. 



5. 



Name four important factors to consider when selecting a career. 



7. 



6. 



List five of the twenty-^two occupational areas in distributive education. 

Conduct research on five careers in distributive occupations and report to 
the class. * 
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PURPOSE OF DISTRIBUTIVE EDUCATION 
UNIT I 



.3 



SUGGESTED ACTIVITIES, 

♦ , 

L Teacher-Coordinator: ^ • 

- A* Prepare bulletin board. 

6. Provide ^rtudent with objective, information, and assignment sheets, 

C. .Discuss terminal and specif Ig objectives* I 

D. ^Discuss information and alignment sheets. 

• ■ 

E. Contact local businessmen to talk on careers. 

F. Give test. - 
(NOTE: Consult audio visual supplement for suggested films.) 

II. Student: ^ 

A. Read objective sheet. 

B. Study information sheet' 

C. Prepare questiorts to'^k guest speaker. ^ 

D. , Complete assignment sheet. 



E. Take test 



/ 



INSTRUCTIONAL MATERIALS 



I, InclLtded In this unit: * , 

. A. Objective sheet . > * 

B. Information sheet 

C. Bulletin board idea-Part of a Complete Program : 

D» Assignment Sheet #1-Select and Collect Information on Careers 

E. Test 

«. 

F. Ansnter to test 

.'t • ^ » . 

"t * 

* 53 ' ' 
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References: 

Operations 9ncl Procedures for Distributive Education. Oklahoma State 
Department of Vocational and Technical Educatioit, 1515 West Sixth 
Avenue^ Stillwater, Oklahoma 740f74« ^ 

B. Vocational Educational and Occupations. Distribuitiye Education Section, 
Dictionary of Occupational Titles, U.S. Office. of E8ucation Clatslficatidn/ 
Distributive Education, 1515 West Sixth AvenuK Stillwater, Oklahoma 
74074. ' I 

C. . U.S. Department of Labor. IXctionary of Occupational Titles. Volume 11, 

1965. S 

• D. Vocational Agriculture III. Curriculum Guide< State Department of 
Vocational and Technical Education, Curriculum Materials Center, 1515 
West Sixth Avenue, Stillwater, Oklahoma, 1972. - 
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PURPOSE OF DISTRIBUTIVE EDUCATION 
UNIT I . 



INFORMATION SHEET 



I. Terms and definitions * 

A. Distributive education--Vocatiopal program involving^ retail, wholesale, and 
service oqcupfttions; secondary, post secondary, and adult training 

B. Careers-Course of continued progress in the life of a person in a series of 
related oecupatioris ' * 

C. * Career pattern-Sequence of occupation in the life of .an individual that 

makes, up a career * 

D. Occupation--Group of related jobs in an area of work 

.E. Occupational cHoice-Process one goes through eliminatihg some occupations 
and retaining, others until an occupation has been chosen 

11. Objectives of distributive education * / 

A. To offer balanced; comprehensive, instruttfonal programs . in all areas of 
distribution and marketing . . . * 

B. To aid in Improving techniques of distribution ^ ^ 

C. To develop an understanding of the social ^ind economic free competitive^ 
society ^ . 

D. Training of studen^ts oh sophomore, junior, and senior levels; DE I, DE 
II, and DE III ' * : 

E. Train students in mid-management on^the post secondary level 

F. Adult training 

f ^ 

III. Elements of distributive education instruction 

A. Related classroom instruictrtfrt^ , ^ 

, (J ■ , * * 

B. Supervised on-the-iob or laboratory training 

C. DECA » ' 

, • • * " 

(NOTE: These are instructional activities through which the DE student 
is able to channel his efforts to accomplish hi^ goal.) 

D. A study of businesses performing distributive functions 
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INFORMATIONt SHEET 

E. A study of marketing, including buying, selling^ pricing, wholesaling, 
retailing * 

F. A ^tudy of the consumer's role in the marketing prdcess 

, ■ ■ ■ ■ * ■ *'* . ., 

G. A study of career opportunities in distribution 

IV. Individual* gains from distributive education v * 
' A. Acquire knowledge necessary for good job. performance 

* B.^ Learn .to work better with people and for people 

Ci Learn while earning / 
' D. Learn to assume responsibilities 

" ^ V':- ..^ ■ / ^. 

Develop personality and poise * 

F. Find promotional opportunities more readily ' 

G. Develop leadership potential ^ 

V. Important factors to consider when selecting gi career 

A. Type of work • 

B. Educational training^ 

1. High school „ 4 

2. Vo-tech training * 

3. Post high school 

C. Financing needed to enter ; ^ 

D. Means of obtaining the iob ^ . 
E; Entry level requirements 

F. Advancement possibilities 

h 

G. Licensing or certification 

H. Working conditions 

I. Health and physical requirements 
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INFORMATION SHEET 

* „ ■ * • , ... .i • 

J. Earnings and benefits 
^ ♦ K. Future outlook ^ ^ 
VI. Tbtf twenty-two occupational areas in distributive education (USOE 



. Tbtf twenty-two occupational areas in c 
^ode-04...thru 04 distributive business, others) 



A. Advertising services-Organized subject matter and learning experiences 
related to planning, development, placement, and ev^ation tasks performed 
by distributive employees and management personnel in demand creation 
and sales promotion activities utilizing displays, merchandising aids, and 
mass media in such enterprises as advertising agencies, display houses, retail 
and wholesale establishments, and production industries 

1. Marketjresearch analyst 

Z .Copy writer ^ ^ ' 

3. Advertising lay-out man . ^ 

4. Production manager, advertising 

5. - Manager, display . * 
f 6. Buyer, time and space 

" 7. Advertising assistant 

\ : ■ 

8. Direct-mail specialist . - 

9. Manager, advertising ' 

10. . Director, advertising 

11. Manager, advertising agency 

12. Account executive 

13. Director, merchandising displays and specialties department 
^ 14. Public-relations man - 

15. Dealer-contact man 

16. Public program supervisor 

17. Sales-service man " ■ 
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18* Counter clerk 

♦ 

19. Salesman^ trading stamps 

20. Leaseman ^ * * 

21. Salesman, radio and televisibn time 

■ •■•^ * ■ » 

22. Salesman, art 

23« Salesman, signs and displays 

24. Salesman^ advertising , ' / 

25. Salesman, signs • ^ 
26* Displiay man , 

27. Decorator 

28. Advertising-display rotator ^ ^ . 

29. ' Sample distributor 

30. Sample distributor 

31. Attendant, traveling display 

\ 

32. Sign writer, hand ^ ^ 

* . \ . 

Apparel and accessories^-Organized subject matter and learning experiences 
related to the variety of sales, fashion coordination^ and salel^supporting 
tasks performed by distributive employees and management pVsohnel in 
retail and wholesale establishments primarily engaged in selling cllpthing of 
aM kinds, including related articles for personal wear and adori1pi6nt p 

1. Fashion coordinator 

2. Sample girl 

Salesperson, orthopedic shoes 

4. Salesman, footwear . . 

i> ' * 

^ 5. Salesman, men's and boy's clothing 

6. Salesman, uniforms « 

! • •■ ^ ^ 

7. Salesman, women's and girl's apparel . 
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8. Salesperson, corset 

9. , Salesperson, fa§Hk)n accessories 
' 10. Salesperson/ -furs 
. ^ 11. Salesperson, men's furnishings 

12; Salesperson, shoes 

13. Salesperson, infant's and children's wear 

14. Salesperson, men's and boys' clothing 

15. Salesperson, millinery 

16. Salesperson, woprien's garments 

» i. ■■ 

'17. Salesman, leather goods 

18. ' Salesman, textile designs 

19. Salesman, shoe leather and findings 

20. ^ Salesman, jewelry apd optical goods ^ 

21. Salesperson, jewelry . 

22. Purstorage clerk 

23. Stock girl, women's apparel 

Automotive-Organized subject matter and learning experiences related to 
the variety of sales and sales-supporting tasks performed by distributive 
employees and management personnel In retail, wholesale, and service 
establishments engaged In selling, renting, storing or caring of cars and 
trucks, and in selling automotive parts, accessories and equipment 

1. Spare-parts field representative 

C ^ ' 

\ 2. Manager, parts 

3* .Service manager ^ 

4* Manager, storage garage 

5. Manager, vehicle leasing and rental 

6. Service^management specialist ^ ^ 
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* " ■■■ i' ' 

7. * Service representative ^ ' 

8. Salesman, automobile 

9. Salesman, automobile -parts 

10. Salesman, house trailers 

11. Salesman, motor vehicles and supplies 

12. Salesperson, automobile accessories^ 

13. Salesperson, parts 

14. Car locator 

15. Appraise/, automobile 

16. Automobile-repair-service salesman 

17. Car-wash supervisor 

18. Parking lot attendant 

19. Dispatcher, car rental 

20. Car-rental clerk 

Finance and credit-Organized subject matter and learning experiences 
related to the tasks performed by distributive employees and management 
personnel in institutions engaged in deposit banking and related services, 
extending credit in the form of loans, services allied with the exchange 
of securities and commodities^ or consumer credit and collections 



1. / 


Broker-and-market operator, grain 

0 


2. 


Broker's floor representative 


3. 


Manager, financial institution 


4. 


Bank cashier 


5. 


Foreign-exchange trader 


6. 


Reserve officer 


7. 


Securities trader 


8. 


Supervisor, credit union 


9. 


Credit analyst 
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10. Brokerage clerk * 

11. New^accounts teller * ' * * 

,, - - * ■ • 

* • , " 

12. Safe-deposit clerk ' 

13. ' Salesman, securities 

14. Salesman, finaaciai service . 

15. Salesman, investment and tax counseling service 

Floristry-Organized subject matter and learning experiences related to a 
variety of sales and sales-supporting tasks performed by distributive 
^ employees and management personnel in retail an(J wholesale establishments 
engaged in selling floral arrangements, cut flowefs, growing plants, artificial 
plants, and related items for ornamental use 

1. Fforal designer - 

" * ~ . ^ 

2. Salesperson/ flowers ^ 

• . ^ ■■■ " * 

^ 3. Salesman, florist supplies . % ^ 

Food distribution-Organized subject matter and learning experiences related 
to a variety of sales and sales-supporting tasks performed by distributive 
employees and management personnel in establishments primarily engaged 
in selling food for home preparation and consumption/or selling a general 
or commodity line of fdod products at wholesale, ^ 

1. Broker , ' 

2. Commission man, livestock 
3» Commissary man 

4. Manager, doughr\ut shop 

5. Cashier, courtesy booth 

6. Checker, bakery products 

f 

7. Commission man, agricultural products 
8« Salesman, livestock 

9. Salesman, food products 
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10. Grocery man; journeyman . 

11. Salesperson, food 

12. Buyer 

13. Peddler 

14. Route supervisor 

15. Salesman -driver 

16. Salesman-driver's helper 

17. Department head, supermarket 

18. Cashier-checker 

19. Bakery girl 

20. Bagger j 

Food services-Organized subject matter and learning experiences related to , 
the sales and sales-supporting tasks performed by distributive employees 
and management personnel In establishments serving prepared foods and 
drinks for consumption on their own premises or at a place dc^jiignatid ' 
by the customer^ . 



1. 


Manager, food concession 


2. 


Manager, catering 


3. 


Manager, liquor establishment 


4- 


Manager, restaurant or coffee shop 


5, 


Food checker ^ 


6. 


Salesman, food-vending service 


7. 


Salesman, hotel 'and restaurant equipment and supplies 


8. 


Salesman, vending and coin machines 


9. 


^ ^Lunch-truck driver • 


10. 


Coin-vending-machine collector - 


11. 


Wine steward 
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12. Steward 

13. Hostess; restaurvnt or coffee shop 



H. General merchandise-Organized subject, matter and learning experiences 
related to a variety of sdle$ and sales-supporting tasks performed by 
distributive employees and management personnel engaged primarily^ in 
selliDg various types of merchandise at retail* in department stofQs, junior 
department stores, variety storjiis,^ general merchandi$e storek, discount 
stores, and catalog houses y\ 1^ 



» 


i 
1 . 


Buyer 








Buyeiv^ssjstant 






3. 


Manager, store 






4. 


Manager, merchandise 


* 




5. 


Director, service 






6. 


Junior executive 

* 




* 


_ 7. 


Manager, trainee 






8. 


Marker 






9.* 


.Cashier 






• 10. 

< 


Collector 






. 11. 


Adjustment clerk 7 






12. 


Sales check writer 






13. 


New-accpunt clerk 






14. , 


Salesperson, yard goods 






15. 


Salesperson, cosmetics and toiletries 





lJ6L__JSalesperson, china and glassware 

17. Salesperson, silverware^ 

18. Salesperson, generat 

19. Salesperson, flying squad 

20. Sales attendant 
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2t. Sates clerk 

22. Auctioneer * 

23. Personal shopper ^ 

24. . .Comparison shopper , . . c ^ 

25. Demonstrator ^ 

26. Manager, department 
27* Bridal consultant 
28. Dtliveryman 

Hardware, building materials, farm and garden iupplies and 
equipment-Organfted subject matter and learning experiences related to 
v arious sales and sales^$up^orj|ng tasks performed by distributive employees 
andfttranagement personnel in establishments engaged primarily in seHihg 
one or more of the following product lines at roijail, at wholesale, or to 
contractors: hardware, paint, wallpaper, lumbin^^JTO^ 
and equipment for '^home construction, or farm and garden supplies and 
equipment ^ ^ 

L 1. Manager, service departmer^^ ' ^ 

2. Contract clerk 

3. Salesmai^, building and construction equlprrient and supplies 

4. Salesman/ construction machinery 
&. Salesman, hardware supplies 
6. Salesperson, general hardware 

> 7. Salesman, cattle and poultry food supplements 

8. Salesman, dairy supplies 

^ 9. Salesman, farm and garden equipment and supplies 

I 

10. Salesman, poultry equipment and supplies 

Salesman, tractor and farm implements 
L2. Salesperson, lawn and garden equipment and supplies 
13u Yardman 
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Home furnishings-Organized'' subject matter and learning experiences related 
to various sales and sales-supporting tasks performed by distributive 
employees and management personnel in retail and wholesale establishments 
engaged primarily in selling home furnishings such as furniture, household 
appliarjces floor ' coverings, draperies, and specialized lines of home items 

ir \ Second-hand furniture' dealer 

2. \ Appliance-service supervisor 

3^ I Appraiser, furnitute ^ . 

4. Salesman, upholstery and furniture repair , 

5. Floor-coverings estimator 
6: Salesman, custom drapery 

7. Salesman, floor coverings 

8. Salesman, housefurnishings 

9. Salesperson, curtain and drapery^ 

10. Salesperson, furrttture . , 

11. Salesperson, hi-fi \ 

12. Salesman, gas-or-electric appliances 

13. Salesman, household equipment 

14. * Salesman, radio and television parts 
,15. Salesman, sewing machine 

16. Salesperson, television and appliances 

17. Drapery and upholstery estimator 

18. Furniture ipspyfector 

Hotel and lodging-Organized subject matter and learrfftlg experiences related - 
to4he tasks performed by distributive employees and management personnel 
in establishments which provide lodging, lodging and me^ls, convention 
facilities, and other services on a year*round or seasonal basis to the general 
public or to an organization's membership 

1, Manager, hotel * ' ' 

2. Manager, motel 



INFORMATION SHEET 



3. 


Manager, resident 


A. " 


Manager, front office 


5. 


Manager, traveling 

• 


6.. 


Manager, convention 


^ 7. 


De5k clerk 


8. 


Hotel clerk 


9. 


Travel clerk 


10. 


Sales representative 


11. 


Manager, lodging facilities 


12. 


Manager, boarding house 


13. 


Bell captain 


14. 


Baggage porter 


• 15. 


Bellrnan 


16. 


Doorman 


17. 


Room-service clerk 


18. 


« 

Superintendent, service 


19. 


Receiving-room clerk 


20. 


Attendant, lodging facilities 


21. 


Couple, lodging facilities 


22. 


Club boy 


23. 


Checkroom attendant 



Industrial marketing-Organized so^ect matter and learrjing experiences 
related to the taslts-performed by sales and management personnel in 
establishing market potentials and sefling goods and service^ to business and 
institutional buyers for use in their operations 

1. * Manager, sales 

2. Manager, utility sales and service ' 
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3. Manager, branch 

4. Manager, industrial organization 

5. Manager, technical lervlce 

6. Salesman, industrial relations 

7. Salesman, business services 

8. Salesman, printing 

. 9. Salesman, weather forecasting service 

10. Salesnrwn, canvas products 

11. Salesman, paper and paper products 
112. Salesman, pressure-sensitive *tape 

13. Salesman, chemicals, and drugs 

14» Salesman, plastic products 

15. Salesman, rubber goods 

16. Salesman, abrasives 

17. Salesman, foundry and machine shop products 

18. ^ Salesman, , metals 

19. ^ Salesman, wire rope 

20. Salesman, machinery 

21 . Salesman, lubricatina equipment 

22. Salesman, radiographic\3^ctiqrp'^»rvlces 
23« Salesman, safety equipment 
24. Salesman, textile machinery 
25* Salesman, ultrasonic equipment 

26. Salesman, vi/elding equipment 

27. Salesman, communication equipment 
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28. Salesman, printing supplii^s 

29. ^lesman, bottles and bottling equipment 

30. Satesrtfian^ church furniture and equipment 

31. Salesman, cordage 

32. ' Salesman, office ^imachines 

33. Salesman, schrool equipment and supplies 

34. Salesman, commercial equiptrient and supplies 

35. Salesman, dentaf and medical equipment and supplies 
,36. SatesperjtffTTsurgical appliances . * 

37. Salesman, medical equipment and supplies 

38. Salesman, veterinarian supplies 
39« Salesman, precision instruments 
40. Salesman, engineering supplies 
41 « Manufacturer's representative 

42. Salesman, containers 

« 

43. Salesman, religious supplies 

44. Salesman general 

Insurance-Organized subject ntatter and learning experiences related to the 
tasks performed by sales and management personnel for insurance carriers 
of all types, or^ by agents representing carriers and brokers dealing in the ,^ 
sale or placement of insurance contracts with carriers 

I4 Special agent 

2. Insurance examiner * 

If 

3. Estate planner 

. 4. Underwriter \ ' ^^itj^ ' 
5. HospitaMnsurance representative * A 
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6. Manager, insurance * * ; 

7. - Manager, insurance 'office 

8. Investigator ' 

9. Placer * ' 

\ 

" . 10. Claim adjuster 

• T1. Claim examiner 

12/ Life underwriter - * * 

13. ^ Sarlesm'anTirf^u^ . ^ 

N. International trade- Organized subject matter and learning experiences 
related to the tasks performed by distributive, employees ^nd management 
personnel in a variety of business 6${ablishments concerned with export 
sales, trade' controls, foreign opfirations, attitudes, monetary problems, and 
other elements in international marketing 

1. Manager, export * 

2. Import-^export agent 

j3. Customs-house ^ broker 

0. Personal services-Organized subjept matter and learning experiences related 
to the tasks performed by sales and management personnel in establishments 
primarily engaged in providing services; generally, these services are 
^ concerned ,with personal improvement and the care of a person or his 
apparel; included in this category are laundries and dry cleaning 
establishments, shoe repair shops, funeral homes, photographic studios, and 
dance or art studios % ' • 



1. 


Manager, photograph galiert- or studio 


2, 


Photographer^ street 




3. 


Director, funeral 


€ 


4. 


Manager, barber shop 




5. 


"Manager, beauty" shop 


\ ■ 


&. 


Manager, cemetery. 


« 


7. 


Manager, sales 
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8. 


Superintendent, laundry.- 


9. 


Mfanager, branch store 


10. 


Dry-cleaning superintendent 


11. 


Repair estimator 


42; 


Service-establishment attendant 



Petroleunr Organized subject matter and learning experiences related tb the 
variety of sales and sales-supporting tasks ' performed by distributive 
employees and management personnel in retail or wholesale establishments 
engaged in the distribution of petrdleum products 



1. 


Manager, contracts 


2. 


Field representative 


3. 


Manager, bulk plant- 


4. 


Manager, store 


5. 


Manager, leaskig 

• 


6. 


Leaseman 


7. 


Permit agent, geophysical prospecting 


8. 


Salesman, oil field supplies and equipment 


9. 


Dispatcher,^ oil ^ 


10. 


Automobile-service-station attendant 


11. 


Automobile-self-serve-service-statlon attendant 



Real estate-Organized subject matter and learnipg experiences related to 
tafeks performed by persons who act for themselves qr as agents for others 
in real estate brokerages or other firms engaged in buying, selling, appraising^ 
renting, managing, and leasing of real property 

1. Manager, industrial development 

2. Manager, franchise promotion ^ ' • 
3^ iProperty-rental agent 

4. Real-estate agent , * ^ 
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5. -^Man^ger, apartment house 

6. (Manager, housing project 

7. Manager, property 

8. Manager, rental department 
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10. ^Superintendent^ building 

11. Business broker * 

12. Right-of-way agent 

13. " Appraiser, real estate ^ . 

14. Real-estate-location writer 

15. Building consultant * * 

16. Memorial counselor' 

17. Salesman, real estate 

18. Sales representative 

R. Recreation and tourism -Organized subject matter and Jearning experiences 
related to the variety of sales, counseling, and sal^-supporting tasks 
performed by distributiver employees and management personnel in 
establishments primarily engaged in proyiding amusement, recreation, 
entertainment, recr.eational supplies and equipment, or travel $ervices; this 
instructional program is also' designed for employees and * management 
i personnel engaged \n other travel serving businesses who assume 
responsibilities for stimulating the local economy through tourism 

1. Cam6ra girl * 

/ 2. Director, tourist 

3. Managpr, golf club 

4 Manager, theater 

5. Director, hobby shop 

6. Booking agent 
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'Hi * 

7. - Business agent 

8. /Advance man 

. ^ . ^ ~ ' 

' 9. Director, recreation center 

jj -» 

10. /Ticket^ seller 

11. Travel counselor 

12. ^Salesperson, photographic equipment and SLfApiies 
*13. Salesmag, amusement and sporting goods 
14.^j Salesman, hobbies and crafts t 
15/ Salesperson^ sporting goods 

16. Salesman, musical instruments and accessories 

17. * Salesman, piano and organ 

18. Salesperson, sheet music ^ 

19. Salesman, novelties " j» 
"20. ' Sale«man,.^publijK|tions 

21. Salesperson^ books 

22- Salesperson, pets and ipet supplies ^ 

23. Salesperson, stamps or coins 

24. Salesman, club membership 

*' . 

25. Deskman, bowling floor 

26. Reereation-facility attendant* ^ 

27. Director, recreation ^ 

Transportation-Organized subject matter and* learning experiences related • 
to the physical movement of people, personal effecn^and products, the 
sales, storing, and sales-supporting tasks performed bV distributive employees ^ 
and managemedt personnel in enterprises engaged in passenger and freight 
transportation, public warehousing, ahd^ services incidental to transportation^^ 
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1. Airplafie stewardess, chief 
^irecftor, transportation 

3. District sales representative 

4. Manager, operations 

5. Manager, regional 

6. ^ Superintendent, airport 

7. Dispatcher, chief 

8. ^ General agent, operations ^ 

9. Manager, bus transportation 

10. Manager, locker plant 

11. Manager, station 

12. Manager, terminal 

13. Manager, traffic 

14. Manager, warehouse 

15. Port-traffic manager 
16* Station master 

17. Superintendent, cold storage 

18. Superintendent, division 

19. Superintendent, pipe lines 
20* Superintendent, transportation 

21. Toll collector 

22. Rate clerk 

23. Traffic agent 

24. Crating*and-moving estimator 
« 

25. Salesman, material-handlifig equipment 
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26. Salesman, aircraft 

27* Salesman, aircraft equipftient and parts 

28. Salesman, boats and nauticalj et|uipment 

29. Salesman, marine supplies ' * 

30. Salesman, railroad equipment and supplies 

31. Porter, pullman 

32. Airplane stewardess 

33. Bus hostess 

34. Hostess, train 

35. Baggageman 

36. Driver supervisor 

37. Railway*express agent 

38. Baggage*and*mail agent 

39. Reservation clerk 

40. Documentation supervisor 

41. Supervisor, ticket sales 

42. Schedule analyst 

43. Reservatiog agent 

44. Airplane-dispatch clerk 

45. Transportatibn agent 

46. Road supervisor 

47. Dispatcher, bus and trolley ' 

48. Taxi driver 

49. Bus driver 

50. Ticket agent 
♦ 
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51^ Warehduse traffic man 

52. Materials*handling forenr^n 

53. " Material handler 

T. Retail trade, other-! nilude^here other organized instructional programs and 
learning experiences/Wmphasized in safes and sales^supporting tasks 
perfprmed by distributive employees and management personnel in 
establishments engaged in selling merchandise purchased for resale to 
customers for personal, household, business or farm use, which are not listed 
above; specify 

0 ^ 

1. Salesman, house to house ^ 

2. Solicitor 

3. Sales closer ^ ^ 

4. Laborer, stores 

U. Wholesale trade, other- Include^ere other instructional programs and 
learning experiences emphasized' in sales and sales^supporting tasks 
performed by distributive employees and management personnel in places 
of business engaged primarily in silling goods to retailers, industrial, 
^ ^ commercial, institutional and professional users, or bringing buyer. and seller 
together, which are not listed abovfc; specify 

1. Manager, distribution warehouse 

2. Wholesaler 

3. Salesman, dress trimrnings 

4. Salesman, fuel 

5. Salesman, general merchandise 

^ V. Distributive education, other ^Include here other organized instructional 
programs and learning experiences, emphasized in marketingkfunctions 
performed by employees, managers and/or proprietors in esta»Fishments 
engaged in selling products or providing ser;vic^s to individuals a^l business 
establishments, which are not classifiable as either retail or wholesale in " 
nature and function^ specify 

1. Purchasing agent , 

2. SaleS'development clerk 
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3* Contract clerk 6 

4. Salesman, pest control service 

5. Salesman, protective service 

6. Salesman, public utilities ^ 

7. Salesman, softwater service 




PURPOSE Of: distributive! EDUCATION 
UNIT I 
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ASSIGNMENT SHEET #V^SELEqT AND COLLECT 
INFORMATION ON CAREERS 



You are approaching the most important, time in your life. This is the time when you 
must choose a career to pursue upon completion of your high school program. Much 
time, thought, and preparation should be given, because the career you are about to select 
will more than likely become the way of life for ^ou. Select five careers that you would 
like to pursue after graduation and collept as much information as possible about the 
career* Using this outline prepare your reports* When the report-has been given to the 
class, return this to the instructor. 

Career selected; . ^ ^_ 

Level within ^he occupation: ^ 

What type of educational training is needed? ^ 

Does the career selected provide means for advancement? ^_ 

What type of working conditioHs does the career contain? 

Whjit dre the proceqiures for obtaining the job ? 



What are the expected earnings and benefits derived from the career previously selected? 



Discuss in a short paragraph the reasons for making such a selection on the careen choic?. 



Since you have conducted research on the career, has your attitude changed? If so, In 
what way? Discuss in a short paragraph. , 



By using this assignment sheet, make a report to the class. 



J 
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PURPOSE OF DISTRIBUTIVE EDUCATION 
UNIT I 



ASSIGNMENT SHEET #1-SELECT AND COLLECT 
INFORMATION ON CAREERS 



You arejpproachlog.jthejtTQ^ important time in your life. This If the time when you 
rnusl choose a career to pursue upon completion of your high school program. Much 
time, thought, and preparation should be given, because the career you are about to select 
will more than likely become^ the way of life for you. Select five careers that you would 
like to pursue after graduation and collect as much Information as possible about the 
career. Using this outline prepare your reports. When the report has been given to the 
class, return this to the instructor. 



Career selected: 



Level within the occupation: 



What type of educational training Is ne^ded?^ 



Does the career selected provide means for advancement? 



What type of working conditions does the career contain? y , 
What are the procedures for obtaining the job? 



What are the expected earnings and benefits derived from the career previously selected? 
Discuss In a short paragraph the reasons for making such a selection on the career choice. 



Since you have conducted research on the career, +>as your attitude changed? If so, In 
what way? Discuss in a short paragraph. 



By using this assignment sheet, make a report to the class. 

'i 
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ASSIGNMENT SHEET #1--SELECT AND COLLECT 
INFORMATION ON CAREERS 



You are approaching the most important* time in your life. This is the time when you 
must choose a career to pursufe upon completion of your high school program. Much 
time, thought, and preparation shou^d^be given, because the career you are about to seject 
will more than likely become l^ie way of life for you. Select five careers that you would 
like to pursue after graduation and collect as much information as possible about the 
career. Using this outline prepare your reports. VVhen the^ report has been given to the 
class, return this to the instructoc. 

. * * 
Career selected: * '-"^ 



Level within the occupatidn; ^ 

What type of educational training is needed?^ 



Does the career ^sleeted provide means for advancement? 



What type of working conditions does the career contain?^ 
What are the procedures for obtaining^ the job?__ 



d frorh tl 



• What are the expected earnings and benefits derived from the career previously selected? 



Discuss in a short paragraph the reasons for making such a selection on the <:areer choice. 



Since you have conducted research on the career, has your attitude changed? If so, in 
what way? Discuss in a short paragraph. 



By using this assignment sheet, make a report ta the class. 
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PURPOSE OF DISTRIBUTIVE EDUCATION 
UNIT 1 ' 



ASSIGNMENT SHEET #1-SELECT AND COLLECT 
INFORMATION ON CAREERS 



You are a^roaching^the most important *titTie ih your 1He.^%ur^^ time when you 
must choose a career to pursue upon completion of you^^iW^^hool program. Much 
time, thought and preparation should be given, because iheJlS^ are about to^Wlect 

will mnre th^in lik^tx/ hprnmp thp uunw nf Viia inr sji^w /<^^li£^4ix^ t>^w^i%w^ ^u^fsidiA^^Q^j^^^ 

ut the 
gj^n td the 



w %#- » - //* • — " ^ 9 

will rhore than liwely became the way of life for 
like to pursue after graduation and collect as r 
I career. Using this outline prepare yourftoortk^: 
/ class, return this to tfje ^^0^*^^°'^^ 



itioi>4^ 



Career ^J«i6tad: 




Level within the occupation: 



What type of educational training is needed? 



— 

Does the career selected provide means for advancement? 



What type of working conditions does the career contain?^ 
What are the procedures for obtaining the job? 



What are the expected earnings ind benefits derived" from the career previouily selected? 



Discuss in a short paragraph the reasons for making such a selection on the career choice. 



Since you have coh^ucted research on the career, has your attitude changed? If so, in 
what way? Discuss in a short paragraph. 



By using this assignment sheet, make a report to the class. 



PURPOSi OF DISTRIBUtA/E EDUCATION 
UNIT f 



ASSIGNMENT SHEET #1-SELECT AND COLLECT 
INFORMATION ON CAREER? 



you are approaching the most important time jn your life; Thii is the tinje when you 
must choose a career to pursue upon completion of* your high school program. MucK 
time, thought, and preparation should be given, because the career you are about to select 
will more than likely become ,the way of life for you* Select five careers that you would 
like to pursue after graduation and collect as much information as possible about the 
career* 4Jsing this outline prepare your reports. When the report has been given to the 
class, return ^this to the instructor. ' * . 

Career selected: 



Level within the occupation: 

What type of educational training is needed?^ ^ 

Does the career selected provide means for, advancement ? V 

What type of working conditions does the career' contain ? [ 

f 

What are the procedures for obtaining the job ? 

What are the expected earnings and benefits derived from the career previously selected? , 



Discuss in a short paragraph the reasons for making such a selection on the career choice. 



Since you have condu^|d research on the career, has your attitude changed? If so, in 
what way? Discuss in^lp^hort paragraph. 



By using this assignment sheet, make a report to the class. 



PURPOSE OF DISTRIBUTIVE EDUCATION 
UNIT 1 



TEST 

Matct>*the following i:erm% to ,the correct dlllhition. 

* 

_a. Distributive education 

w b.^ Career 

1 c . Career patt^rr 
V d . Occupation 
r e . Occupation choice / ^ 



1. 
2. 



Group of related jobs i 
in an area of work 

Course of continued 
progress in the life 
of a person in a* 
series of relate'd 
occupations' 

Process ooe floes 
through eUminatrfig " 
some occupation and 
retaining others 
until an occupation 
has been chosen . 



♦ 4. ^ Vocational program 
involving r6tailil, ' 
' wholesale, arid service 

occupatipns; secondary, 
post secondary^ and 
? " ' adult trainings 

5. Sequence of occupation 
in the life of an 
^ * individual that makes 

^ up a career 

Place an '^X" in froitt of each of the following which are objectives of distributive 
education. , * 

a . Adult training ^ ^ 

^b.f Train student in mid-management on the' post ^cbndary level 



^c. To aid in improving techniques of distribution 

'-■^ «• 
^d. To develop an understahding of Mhe 'social andV economic free 
competftive society^ 

e. Train students for a trade 



_f. Training of students on sophomore, junior^ and senior level^ 

_g. To offer balanced, comprehensive, instryctional programs in all areas 
"of distribution and marketing 



Place an "X" in front of each of the following elements of distributive education 
instruction. • - . . 

a . A study of career opportunities in distributiort 



_b. -A study of the consumer's role in the marketing process ^ 

c. A study .of marketing including buying, selling, pricing, wholesaling, 
retailing 

a. DECA 



^e. Related classrooin in^frliction 

vj. The work experience is the most important part 



9^ ' ' 

g. Supervised on-the-job training 

h. A stu -business performing distributi^ve functioas V T 

Place an "X" in frortt of each of the following tha^ are individual gains from 
distributive education. „ * V ^ 

J ' ' 

. a . Learn vyhile earning ' 

^. ^ ^ ' . • ' 

«^ b . Develop personality and poise 

Acquire knowledge necessary for good job performance 



_d. Learn to work better with people apd for people 



Ve. .Learn to assume responsibilities 



_f. Find promotional opportunities more readily 



Name four of the eleven factors to consider when selecting a career. 

♦ 

a. ■ ' 
b. 

C. . ' ' ' 

t 

d. 

List five of the twenty-two occupational areas in distributive education. 

a. ! ' 

b. . . 

c. ' ^ 
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e. 

7. Conduct research on five careers in distributive occupations^ and report to 
the class. 



\ 



So 
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PURPOSE OF DISTRIBUTIVE EDUCATION 
UNIT I 



ANSWERS TO TEST . 



a. 
b. 
C-. 
d. 
e. 
a 

b. 
c 
d 
f 

a 
b 
c 
d 
e 



4 

2 
5 
1 



V- 



1 ■ : 



5. ^a. Type of work 
♦ b. Educational training 

c. Financi^ needed* to enter 

d. Means of obtaining the job 

e. Entry level requirements 

f. Advancement possibilities 

g. Licensing or certification 

h. Working conditions 
1. Health and physical requirements 
J.. Earnings and* benefits v ^ 
k. Future ^outlook 

6. a. Advertising services 
- b. Apftarel and accessories 

, c. .Automotive' ' 

d. ^ Finance and credit > • . 

*e. Floristy ^ 

f. Food distribution - 

g. Food services 

h. General merchandise ' " 

I Hardware, building m^ials, farm and g^ardea supplies and equipment 

J. Home furnishings 

k. Hotel and lodging' 



I. Industrial marketing 



m. Insurance \ 
* * 

n. International trade 
o. Personal services 
p. Petroleum 
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V 

q. Real estate ^ 

r. Recreation and tourism 

s. Transportation 

t He^W trade, other 

u. Wholesale trade, other 

V. Distributive education, other 

Evaluated to the satisfaction of the DE teacher-coordinator. 
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GOOD GROOMING 
UNIT I 

• TERIVHNAL OBJECTIVE 

• * 

1, 

After the completion of thi^ unit, the student should be able to establish through personal 
appearance the abijity to be well groomed. This knowledge should be evident by his or 
her personal appearance and by achievement of eighty*five percent on the unit test. 

SPECIFIC OBJECTIVES 

After completion of this unit, the student|should be able to: 

1. Match terms associated with g6od grooming. 

2. Select essentials of body cleanliness when given a list of alternatfves. 

3. Name three elements of complexion care. ' 

4. J Select essentials of well-groomed hair. 

♦ 5. Name five factors to consider in ^selecting a hair style. 

6. Select fadtors that are hair problems. 

7. Name five factors that describe oood posture. 

8. Identify the ^ essentials of haro and nair care. 

9. ^ ISJame four factors which contribute to good health. * 

" • , \ " * 

10. ^ Demonstrate the ability to evaluate his or her own grooming practices using 

* the check list provided in this unit. 
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GOOD GROOMING 
Uf^lT I 



SUGGESTED ACTIVITIES 



DE Teacher-Coordinatorf ♦ 



A. 



Prepare bulletin board. 



B. Provide student with objective sheiets, information sheets, and assignment 
sheets. 

C. Discuss terminal and specific objectives. 

D. Discuss information and assignment sheets. 

E. Contact local businessman to talk on "How Grooming and Health Habits 
Affect Commercial Business." 

F. Take^est. ' " 

(NOTE: Consult audio visual supplement for suggested films.) 
Student: . - 

A. Read objective sheet. 

B. Study information sheet 

C. Prepare question to ask guest speaker. 

D. Complete assignment sheets. 

E. Take test. ^ ^ 



Included in this unit: 

A. Objective sheet 

B. Information sheet ^ 

C. Bulletin bpard idea-We Are What We Do! 

D. Assignment sheets 

1* Assignment Sheet #la-The Way You Look (Men) 



INSTRUCTIONAL MATERIALS 



(NOTE: Give* to 'student before unit is taught.) 



\ 




I- 



2. 



3. 



Assignment Sheet #1b-The Vyay You Look (Women) 

ii 

(NOTE: Give to student before unit is taught.) 

Assignment Sheet #2-'Grooming Self-Analysis ^ 

(NOTE: For the points on Assignment Sheet #2 use 6-Always, 
4*Usually, 2-Occas|onally, and 0-Never. Total the score and 
qompare it to the rating scale.) 



Rating Scale: 
100-114 
85-99 
70^84 

Less than 

70 ~^ 



You take pride in your appearance 
You^d probably pass inspection 
YouVe hot really trying 

TVur BSt fjdfincL won't even tell you 



E. Test 

F. Answers to test 
References: 

A. Cooperative Vocational Education C^our^fi of SfUfi^y. Stillwater, Oklahoma: , 
State Department of Vocational and Technical Education, Curriculum and 
Instructional Materials Center, 1972. j 

B. Kimbrell, Grady and Ben Vineyard. Succeeding inlthe World^of Work, First 
Edition. Bloomington, Illinois: McKnight anid McKnight Publishing 
Company, 1970. j 

i I 

C. Newton, Roy and H. Green. How to Improve Your Personality, Third 
Edition. Dallas, Texas: Gregg Division, McGraw-Will Book Company, 1963. 

D. Oklahoma Vocational Home Economics Edudation, Commercial Foods 
Management and Production Course of Study. Stillwater, Oklahoma: State 
Department of Vocational » and Technical Education, Curriculum and 
Instructional Materials Center, 1971. 



91 




■ GOOD GROOMING .\ ~ 

UNIT I . v,.^,. 

INFORMATION SHEET 



terms and definitions 

A. Anti*perspirant-An odorless preparation- that keeps one dry and also 
destroys unpleasant odors 

B. Astringents^-Lotions that contain some, alcohol and are to be patted on 
the face 

C. Conspicuous-Something that is obvious or noticeable and not in good taste 

D. ' Cuticles-Thin, dead skin at the sides and base of a finger-nail or toenail 

E. Deodorant"A preparation that destroys unpleasant odors^ but does no^ 
necessarily keep one dry 

F. Immaculate-Spotlessly clean * 

G. Lubrication-A substance used to make the skin smooth and soft 

H. Manicure-To file and buff nails and trim the cuticles 
Essentials of body cleanliness 

A. . Daily bath or shower ^ ^ 

B. Daily use of a deodorant or santi-perspirant 

C. Daily use of foot powder or spray 

t 

D. Use only lightly scented colognes, after^shave lotion, or body powders 
Brush teeth after every meal, if possible ^ 
Have teeth checked every si;< months by a dentist \ 

Q. Use mouthwash morning -and night 
H. Change undergarments daily ' ^ 
L Be clean shaven 
J. Finger nails clean and trimmed 
K. Hair neat, clean, and shiny 



L 



Elements of complexion care 

A. Proper cleansing 

1. Consider your own skin type 

a. Normal 

1) Soft and smooth 

2) No flaky patches 

3) No blemishes 

b. Oily skin 

1) tjreasy shine . 

2) Blackheads and pimples 

c. Dry 

ft 

1) Tight feeling 

2) Tendency to develop little lines, around the 
eyes and lips 

d. - Combination-skin ;^hat does not fit into any of the preceding 

categories 

2. Keep items that contact face immaculate 

B. Pi^oper stimulation 

li 

I 1. Outdoor exercise * 

2. Proper diet ^ , 

3. Massages 

* * V * 

C. Protection from sun, wind, and air pollution 

1, Cubricating creams and lotions for dry skin 

2. Greaseless moisturizers for normal or oily skin 
Essentials of wel^groomed hair ^ 

A. Shampoo frequently (at least once a week) 
B* Brush regularly with clean brush 



T 
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.y^i INFORMATION SHEET 



C. Control dandruff 

D. Cut or trim regularly 

E. Select bec^^wng style for face and particular job 
. F. Keep hair care equipment clean 

V. Factors to consider in selecting a hair style 
' A. Sh^pe of face 

*{N0TE: Emphasize pleasing features of face.) \ 
^. Figure * - * ^ 

C. Personality 

D. Texture, body, and thickness -of hair 

♦ 

E. Job requirements 

F. Time needed to maintain particular style 
VL Hair problems " 

A. Dandruff • 

B. Dry 

a Oily ' 

1 ■ 

D. Limp, lifeless 

E. ^ Fine * v \ 

F. Coarse 
. G. Curly 

H. Baldness 
L Split ends ' 
J. ^er bleaching 

* 

VI 1. Factors of good posture ^ ' 

A*- Shoulders erect • 

B. Chest high 
« 

J 
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INFORMATION SHEEJ ^ 

C. Head erect * 

D. Abdomen flat 

E. Body weight on both feet 
Vtii/ Essentials of hand and nail care 

A. Hands ke^ clean 
/' B. Protected against dryness and chapping 

C. Nails kept clean and manicured 
IX. Factors of good Tiealth habits 

A. Three welUbalancerf meals daily 

*B. Proper amount of sleep 

, C. Fresh air 

D. Moderate exeVcise. ♦ 

E. Regular physical checkups 
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UNIT I 
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- ASS I GNME NT SHEE T #1 a »T I IC WAY YOU L OOK ( MEN) 



Your appearance probably is more important to your success than you think, for your 
customers form their first impression of you by the way you look* Check yourself on 
these points. 

Hair 

1. Is your hair neatly combed and brushed? 

2. Do you wash your hair at least once a week? 
Hands ' - • 

1. Are your hands and nails clean? 

2. Are ybur nails short and neatly shaped? 
Cleanliness ' 

1. Do you bathe daily? * 

2. Do you use body deodorant dally? 

3. Do you brush your teeth at least twice a day, especiaHy on rising and tjefore 

retiring? 

t. ' 

-•^ ^ ' ~ '"" 

4. » Is your face ciean? .^^^ 

5. Is your face freshly shaved? * 
Outer Dress 

1. Are your clothes conservative and businesslike? 

2. Do you carry a clean handkerchief? - ^ 

■f • 'f, 

^hoes and Hosiery 

\ 

1. Do your socks harmonize with your attire? \ 

2. Are your socks long enough to avoid exposing bare, shins? 

V). 

3. Are your business shoe's polished at all times? 

4. Are the heels neat (not worn down)? 

5. Do your shoes fit 9nd are they comfortable when walking and standing? 

I 
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' ASSIGNMENT SHEET #1a 
FaciaJ Expression *^ 



1, Is your facial expression pleasant? 



Do you have an alert facial expression? 
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GOOD GROOMING . 
UNIT \ 



-ASStGNMENt-SHEET #Tb-^-H^& 



Your appearance probably is more important to your success than you think, for your 
customers form their first impression of you by the way you look. Check yourself on 
these points. 

Hair 

1. Is your hair style in good taste (not extreme in style)? 

2. Does your hair show evidence of frequent brushing? 

3. Do you shampoo your hair at least once* a week? 
Hands 

1. Are your hands and nails clean? 

if 

2. Are your nails of conservative length and neatly manicured? 

3. * Is the nail polish you use in good taste and always look fresh? 
Cleanliness 

1. Do you bathe at least once a day? 

2. Do you use a body deodorant? 

3. ^ Do you brush your teeth at least twice a day, especially on rising and before 

retiring? 

• » 

4. Is your face clean? 

5. . Is ypur makeup npat and in good taste? 

• ♦ 

Ou]^ Dress ^ 

1. Are your clothes stylish, yet appropriate for the occasion? 

2. Do you carry a clean handkerchief or tissue? 
Shoes artd Hosiery 

1. Are hose without runs, snags, or pulls? i 

2. Do your shoes harmonize with your attire? 

3. Are your shoes clean and/or polished at all times? 

4. Are the heels neat (not worn down)? . 



ASSIGNMENT 5HEET #1b 

Accessories _ 

1. Is your jewelry conservative lindnn good taste? 

2. Do your accessories complement your clothes? 
Facial Expression 

1. Is your facial expression pleasant? 

2. Do you have an alert facial expression? 
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GOOD GROOMING 
UNIT I 

ASSIGNMENT SHEET #2 >-GR00MING SELF^ANALYSIS 



Directions: Rate ifour$elf on each of the following questions. Use a scale of "A" for 
Always, "U" forfu§u3\\y/, "0" for Occasionally, and "N" for Never. Place the appropriate 
letter in the blankr preceding the mtements. * 

1. Do you take a bath or shower daily? 

2^ _^ Do you use an effective deodorant or anti-perspirant dailj? 

3. Do you use a foot spray or powder daily? 

,4. ^Do you shave as often as needed? 

5/ ^Do you put on clean undergarments daily? 

6. Do you put 'on clean hpsiery daily? 

7. Do you wash your face thoroughly at least twic^ a day (more often 

if you have oHy skin? 

8. Do you push cutiqles back as you dry hands and feet after bathing? 

i 

9. Do you use hand cream daily? 

10. Do you check fingernails dally and repair as necessary? 

11. bo you wash hair weekly (more often If needed)? 

12. Do you brush hair vigorously every day? * 

13. Do you have hair cut or trimmed regularly? 

14. Do you use a dandruff shampod and/or cream rinses and conditioners 

if needed? ^ j 

15. bo you brush your teeth at least twice daily? 

16. ^Do you use a mouthwash daily? 

17. Do you get enough sleep and rest so that you feel refreshed? 

18. ^Do you take a good look at yourself in a full length mirror before 

leaving the house? \ 

19. Do you take a few minutes durhig the day to ciomb your hair? 

TOTAL 

\ 
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OOD GROOMING 
UNIT I 



TE^T 



^MatcH^he^oirow^ 

a. Antl-perspirant 1, 

b. Cuticle 



A substance used to make the skin 
smooth and soft 



_c. Immaculate 

_d. Manicure 

__e. Lubrication 

_f. Conspicuous^ 

^g. Deodorarjj 

^h* Astriif gents 



2. To file and buff nails and trim 

the cuticles 

3. Something that is pbvious or 
noticeable and not^|n good taste 

4. An odorless preparation that keeps 
one dry and also destroys unpleasant 
odors 

5. Thin, dead^ skin at the sides 
^ and base of a fingernail or toenail 

6. Spotlessly ^cledn 

7. Lotions that contain some alcohol 
and are to be patted on the face 

8. A preparation that destroys 

- unpleasant odors, but does not 

necessarily keep one dry 

Place an "X" in front of each of the following which are" essentials of body 
cleanliness. 



_a. Daily bath or shower 

^b. Fingernails polished weekly 



^c. Hair spray used often 

^d. Change undergarments daily„ 



_e. Daily use of foot powder or spray 

J. Brush teeth after every^meal, ifjjossible 

^g. Girls shave legs daily 



Name three elements of cdmplexion-car6. 
a. 
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b. 
c. 



\ 



4. _ Place an "X" in front of each of the fo llo wina which are essentials of 
well-groomed hair. — ^ ^ — . 



a. Brush regularly with clean brush 

b. Select becoming style for face and particular job 

c. Keep hair care equipment clean 

d. Cut or trimmed regularly 



5. Name five factors to consider in selecting a hair style. 

b. ' - 

c. • : 

e. 

6. Circle the letter in front of each of the following that are factors of hair problems. 

a. \ Body . , 

b. Dry ^ 

c. Oily 

d* Hairspray . 

e.. Over bleaching 

t Diet \ 

g. Curly 

7. Name five factors which describe good posture. ' 
a. 

b. - ^. ' ^ 

c. 

d. * ^ 
e. 
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Place an "X" in front of each of the following which are essentials of handharid nail 
care. 

a. Hands kept clean 


- 




b. Nails kept clean and manicured : . . 






c. Hands protected aqainst dryness and chapDirio/^ 




9. 


Name four factors which contribute to good health, 
a. 

b. 




10. 


a.* 

^ Demonstrate the ability to evaluate his or her own grooming practices using 
the check list provided i||^this unit. 

■■-.*■ 


• 

* f 






* •> 


- -V 


* 






» * 
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GOOD GROOMING 

Dnit I 



ANSW-ERS^XO-T-EST— - 

a. 4 

b. 5 

c. 6 

d. 2 % 

e. 1 

f. 3 

g. 8 

h. 7 
a 

d 
e 

4 

f 

a. Proper cleansing . 

b. Proper stimulation . . 

c. Protection from sun, wind, and air pollution 
a 

Any five of the following: 

a. Shape 6f face 

b. Figure 

c. Personality 

105 
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d. Texture, body, and thickness of hair 

e. Job requirements * * 

t Time needed. to maintain particular style 
b 



c 



, ■ - ■ 

7, a. Shoulders erect ^ . 

b. Chest high " "^"^ ^ ^ 

c. Head erect . ^ ' * 

d. Abdomen ^flat • 

e. Body weight on both feet 

8, a 
b 
c 

9, Any four of the followingi 

a. Three well-bafanced meals daily 

Proper amount of sleep ' 

C ; Fresh air 

(y Moderate exercise 

e. Regular physical checkups 

10, Performance skills will be evaluated to the satisfaction of the DE teacher* 

coordinator. " ^ 
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WARDROBE 
UNJXJJ 






TFRMIfsTAI nmPHTIX/F . 


' » ' — ~ ^t.^. ^^.^-^^"'^ 




After compleiion of this unit, the student should be able to select the essentials of clothing 
appropriate for a job and factors to consider in planning a wardrobe. He should be able 
to evaluate his grooming and wardrobe habits and plan a wardjTobe. This knowledge will 
be evidenced by scoring eighty-five percent on the urjit test./ 

/ ■ 

. SPECIFIC QBiECTIVES | 




After completion of this unit, the student should be able to: * 

y 




1. 


Match terms associated with wardrobe to the correct definition. 




2. 


Select the essentials of clothing appropriate for a job. ^ ^ 




3. 


Ngme four factors to consider in selecting colors for a wardrobe. 




4. 


Select factors to consider in selecting clothing for a wardrobe. . 




5. 


Demonstrate the folfdiwlng: 

a. Evaluate your grooming habits and wardrobe. 

li . 




* 


b. Develop a wardrobe plan. 

i" ■ r 

4 






\ ■ ' ' 

• 

! 
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VMRDROBE 
UNIT II 



=iSUGGESTEa-ACT4Vm£S- 




DE Teacher-Coordinator: 

A. Prepare bulletin ^^board. 

B. Provide students with objective sheet 

C. Provide students with> information and assignment sheets. 

D. Discuss terminal and specific objectives. 

E. Discuss Information and assignment sheets. / 

F. Give test, 

(NpTE: Consult audio visual supplement for suggested films.) 

f 

Student: t 
A, Read objective sheet. . | nf 



B. Study information sheet. | * ' 

I ■■ ■ j • 

€• Complete assignment sheets. 5 ^ 

D. Take test. ^ ^ 

INSTRUCTIONAL MATERIALS 

^} ■ . -■ ' 

Included in this unit: ■ ' 

A. Objective sheet ^ 

I: ■■ 

B. Information sheet " . 

C. Bulletin board ide^ -Let's Improve Our Looks 

D. Assignment sheets 

^ !• Assignment Sheet #1-Evaluatiork df Grooming and Wardrobe 
Habits (Women's Form) 

2. Assignment Sheet #2-Evaluiition of Grooming and Warrlrobe 
Habits. (Men's Form) 

3* Assigfiment Sheet #3"Making a Wardrobe Plan 




E. Test - • 

F, Answers to test . : '. ^ 

References: ' • \ ^ \ . 

A. Distributive Education 1/ Cour^ of Sfuc/K^ Stillwater, Oklahoma: State 
Department of Vocational and Technical Education^^ Curriculum and 
Instructional Materials Center, 1971. 

B. Tolmahii Rut^. Charm and Poise for Getting Ahead. Bronx, New York: 
Milady Publishing Corporation, 1967. 

C. > Whitcomb, Helen and Rosalind Lang. Charm. Dallas, Texas: Gregg Division, 
* McGraw-Hill Book Company, 1971.^^ 

D. Wood, Merle W. and Margaret A. McKenna. 7776. Receptionist Dallas, Texas: 
Gregg Division, McGraw-Hill Book Company, 1966. * 
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INFORMATION SHEET 
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I. Terms and definitions 

A. Conservative- More traditional or moderate styles of clothing 

B. Coordinate-To mix or match articles of clothing so that they may be worn 
•.together * ' * • 



Horizontai -Lines traveling across from left to right 
Intensify-To make brighter or more vivid 



C. Harmonize-To combine colors and styles to produce a pleasing effect 
D. 
E. 

F. Undertones-Colors seen through and modifying another color . 

G. Vertical-Lines traveling upland down' 

H. Wardrobe-Clothes one has or owns 

H. Essentials of clothing appropriate for a job 

A. Spotlessly clean and well pressed 

. B. Free from rips, tears^, missing buttons, or sagging hemlines 
C. Conservative in color 
D- Conservative in style 

{NOTE: Do not wear clothes with extreme hem lengths or necklines.) 

E. Shoes kept clean, polished, and in good repair 

F. Hosiery free from^ snags and runners 

G. Undergarments appropriate for outer garments 

H. Jewelry kept simple, not overpowering 

I. Well fitting ^ 

(NOTE: Clothing does not have to be the latest in fashion to be appropriate 
for work; but it* must be clean, neat, and well fitting.) 
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INFORMATION SHEET 

lU. Factors to consider when selecting colors for wardrobe 

A. Skin and facial coloring 

(NOTE: Select colors that repeat the most desirable undertones of your 
skin. Avoid colors that. repeat undesirably undertones.) 

't. Olive coloring-colors with yellow undertones 

2. Pale coloring-pastels and greyed tones 

3. ' Pink .and white coloring-colors with red or blue undertones 

B. Eye color 

'V, 

(NOTE: Try to highlight your eyes by matching or accenting the strongest 
color.) 

1. Blue eyeS'-blues, blue-greens 
2.. Green eyes-greens, greys, reds 

3. Brown eyes-oranges, golds^ beiges, blues 

4. Hazel eyes-greens, browns, blues, corals, golds 

C. Hair color 

(NOTE: Select those colors which fall opposite of your hair color on the 
color wheel so ydu will intensify or complement your hair color. Avoid 
colors that are too vivid.) 

ft 

D. Personality and/or mood 

(NOTE: Wear colors in which you feel Comfortable. Avoid colors you 
dislike.) 

1. Reds and yellows cheer you 

* 2. Blues^ greens^ and violets calm you 

E. Job 

(NOXE: Avoid colors that show soil easily or that are* overly bold.) 

F. Colors with which the item will be worn 

1. Accent dark colors with light or bright colors* 

2. Accent light colors With dark colors 
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INFORMATION SHEET 

' * 3. Accent neutral colors with bright coldls ' 

4. Accent bright colors with neutral or dirk colors 
IV. Factors to consider in selecting clothing for a wardr(|be 
A, Fit and comfort 
, B. Appropriateness 

C. Personality 

D. Figure - | 

E. Price of item? \ 

' (NOTE: The price of clothing items will need to be Considered in relation 
to entire clothing budget.) ' ' 



•1 



F. Workmanship 

G. Fabric 

H. Care 
L • Color 
J-^ Styles 

- K* Life expecjancy of garment 

L. Life expectancy of fashion 

M. Number of garments in. wardrobe with which the item can be worn 
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WARDROBE 
UNIT H 

ASSIGNMENT SHEET #1-EVALUATI0N OF GROOMING AND 
WARDROBE HABITS (WOMEN) 

Is your grooming up to business standards? Rate yc^dirself on the following items. Give 
yourself 4 points for each "Always," 2 points for each "Sometimes," and no points for 
Never. When you have completed the form, total the score and compare your rating 
with the rating scale provided. Do not hand in evaluation sheet. 

1- iDoes your outfit coordinate with your hair, eyes, and complexion? * 

2. \ A re your clothes spotlessly clean- and pressed? 

3. Do your clothes coa^inatej&ttractively? 

4. Do you check garments for isplit seams, ripped hems, or loose buttons 

before wearing? 

5. ^ Do you protect clothing from perspiration stains? 

6- . Do you have nonwash^ble garments cleaned often? 

7. Do you wash undergarments and hosiery after each wearing? 

. 8. ^Do you check hosiery for runs and snags before wearing? 

9- Do you keep shoes brushed, polished, and iq* good repair? 

10. . Do you avoid lounging at home in your work clothes? 

Il* r _Do ybu protect dress with a makeup cape when applying cosmetics or 

^ combing your hair? 

12. ;_Do*you wear a flood bra? 

' 13. Do you wear a girdle? 

14- .Do you clean out your handbag often to get rid of unnecessary items? 

15. __Dp you avoid wearing loud dangling braqelets or exotic jewelry to the 

office? 

16- Do your shoes and accessories ^coordinate with yout^ clothing? 

17. _Do you^wear shoes with good support and comfortable heels when you 

must stand for long periods of time? 

TOTAL 

RATIJNG SCALE: 

60 - 68 You meet business standards 

50 - 59 Employer may grudgingly tolerate you 

Below 50 Better get to 'workl Youll never get a promotion that way 
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ASSIGNMENT SHEET #2--EVALUATI0N OF GROOMING AND 
WARDROBE HABITS (MEN) 

< » 

Directions: Is your grooming up to business standards? Rate yourself on the following 
Items. ,For each "Always," give yourself 4 points, give yourself 2 points for each 
' Sometimes," and no points should be given for "Never. After completing the evaluation, 
total your score and compare it t^ the rate scale provided. Do not hand in evaluation 
sheet. 



1. 
2. 
3. 
4. 
5. 
6. 

♦ 7. 
8. 

•g. 

10. 

11. 
12. 

ia 

14. 
15. 
16. 

TOTAL 



Is your suit pressed, and are the pants well creased? 
Js your clothing free from stains or spots? 
Do you wear a fresh shirt daily? 
Do you put on clean socks and underwear daily? 
Does your tie harmonize with your shirt and suit? " 
Are your. Socks smobth and free from wrinkles at the ankles? 
Do you avoid wearing white socks with dark pants? 
Are your socks^long enough to avoid exposing bare skinwhen you sit? 
Are your shoes shined and in good repair? 

Do yok^ wear a deodorant or anti-f)erspi'rant to protect your clothing 
from stains? 

Do your shoes harmon||te with your clothing? 
Do you carry a clean handkerchief? 
Is your tie neatly knotted? 

Are your cloth&s conservative and businesslike? \ 

Do you have nonwashable items cleaned frequently? 

Do you check clothes for soiled spots, missing buttons, or split seams 
before wearing? 



RATING SCALE: 

68 - 64 You meet business standards 

50 * 57 Employer may grudgingly mlerate you 

Below 50 Better get to work! You^ll/never get a promotion that way 
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UNIT II • 



ASSIGNMENT SHEET #3-M AKIN A WARDROBE PLAN 

Before planning yotir wardrobe, answer the following questions. 

a. What colors predominate In your wardrobe? 

b. What Items in your wardrobe ,are most flattering tO) your figure? Least 
flattering? Why? 

c. What additional items are most needed in your wardrobe? Business dresses? 
Coats? Shoes? Make a list of these items. 

' ^ S 

d. Look through your closets and, drawers. Are there items that you rarely 
'wear because, you have nothing to coordinate with them? List these. 

e. Decide approximately how much you will spend on clothing per month. 
Keep the plan flexible. If you have to make a large purchase one month, 
cut 6ack the next month to help balance tl^eJiudget. 

(NOTE: Plan your clothing budget around those iteimsthat are most needed 
in your wardrobe.)^ 

f. My clothing budget averages $ per month. 

Make a plan for your fall or spring wardrobe. Review the questions above to 
see what items are most needed. Outline your planned puAhases for the season 
selected and complete the information requested for each\tem on the chart. 

(NOTE: If you like, include sketches or pictures of itemr to be purchased.) 
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ASSIGNMENT SHEET #3 



Item 


Color 


Style and 
Line ^ 


Fabric 


Care 


Duration 


Complements 
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TEST 



Match the following terms to the correct definition. 
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a. Horizontal 

b. Undertones 
_c. Coordinate 
d: Harmonize 

Vertical 

f* Conservative 

g. Intensify . 

h. Wardrobe 



1. To mix or match articles of 
clothing so that they may be worn 
together 

2. Colon seen through and modifying 
another color 

3. Lines traveling across from left 
to right 

4. To combine colors and sty^ to 
produce a pleasing effect 

5. Lines traveling up and down ' 

6. More traditionaJ or moderate 
styles of clothing 

* 7. Clothes one has or owns 

8. To make brighter or more vivid . 

■ ■ * 

Plac<Ai?n "X" In front of each item below that is essential for making clothing 
appropriate for a job. 

a. The latest in fashion 

b. Well fitting — 

^c. Undergarments appropriate for outer garments 

d. Bold, bright colors 

e. Low necklines or mini skirts 



^f* Spotlessly clean and well pressed 



3* Name four factors to, consider in selecting colors for a wardrobe, 
a, , ^ 

b. 

id 



lis 



/ 



Place an "X" in front of each of the, following which are factors to consider 
in selecting clothing for a wardrobe. 

a. Personality 

b. Fabric ** 

c. Care * ^ a 

d. Color 

e. Style , * 

f. Figure 



g. Number of garments in wardrobe with which the item can be worn^ 



D^monstrafe the ability to: 

a. Evaluate your grooming habits and wardrobe. 

b. Develop a wardrobe plan. 
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. ANSWERS TO TEST 



1. 


a. 


3 




b. 


2 






1 




C; 

• 




d. 


4 




e. 


5* 




f. 


6 




9- 


8 




h. 


7 


2. 


- b 






c 






f 





3* Any four of the followingr 

a. Skin and fatial coloring 

b. £ye color 

■J- ^ • 

c. Hair color 

d. Personality and/or mood 
- e. Job 

t Colors with which the item will be worn 
4. a 



\ 



5. 



b 
c 
d 

f • 

g 

Performan'cl skills will be evaluated to tlie satisfaction jof the DE teacher- 
coordinator. - . ' 
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PERSONALITY 

UNIT III * 



' * TERMINAL OBJECTIVE j 

After completion of this unit, the student should be able to define personality and attitude 
and list reasons for d desirable personality and steps to improve personality; He should 
be afele to select desirable personality traits, attitudes and methods of showing positive 
attitude. This knowledge will be evidenced by scoring eighty-five percent on the unit 
test. 

SPECIFIC OBJECTIVES 



After contpletion of this unit, the student should be able to: 

1. Define attitude ahd personality. 

2. List five reasons for having a desirable personality. 

3. Select from a list eleven desirable personality traits and attitudes. 

4. Select from a list eight ways to show positive attitude. 

5. Name five steps to personality improvement. 

\ 6. Evaluate your c^jsmates most desirable traits and his most negative traits. 
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suggested'activitie§ 
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I. DE Teacher-Qpordinator: 
A, Prepare bulletin board. 



B, Prepare transparency. 

C, Provide students with objective sheet. 

D. Provide $tu^ents with information and assignment sheets. 

E. Discuss terminal- and specific objectives/ 

. F. Discuss information* and assignment sheets. 

G. Divide into buzz groups and discuss annoying mannerisms observed in 
others. Select a member of the group to report on those^ mannerisms 
discussed. . • 

„, '-^ ^' '> 

H. After completing assignrnjent sheets, provide students with scoring and 
( analysis for Assignmerit Sheet #1 (#1. taken prior to instruction) 

I. >tjive test. ^ 

^ (NOTE: Consult audio visuahsupplement for suggested films*) 
tl. Student: 

A. Read objectj|ye sheet 

B. Study information sheet. ' 

C. Complete assignment sheets. 

D. Score assignment sheet. 

E. Participate in buzz groups* ^ 

F. Take test. 



INSTRUCTIONAL MATERIALS 



Included In this unit: 

A. Objectives sheet 

B. Information sheet 
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C. Bulletin board idea-Attitudes for Success 

D. Transparency master: TM l-Pot of. Coals 

E. Assignment sheets 

1. Assignment Sheet #1-How Do You Get Along with Others? 

2. Assignment Sheet #2--Personality Improyenient 

3. Assignment Sheet #3-Classmate's Evaluation 

F. Scoring and analysis for Assignment Sheet #1 - 

G. Test 

H. Answers to test * 
References: 

A. Business and Office Vocational Education. Columbia, Missouri: Iristrlictional 
Materials Laboratory, University of Missouri, 1969. 

B. Hiserodt, Donald D. Psychoiogy and Human Relations in Marketing. Dallas, 
Texas: Gregg Division, McGraw-Hill Book Company^ 1963* 

C. Newton-Green. How to Improve Your Personality. Dallas, Texas: Gregg 
Division, McGraw-Hill Book Company, 1963. 

D. Orientation to the World of Work, Part I. Lubbock, T^xas: Home Economic^ 
Instructional Materials Center, Texas Tech University^ 1971* " 

E. Self-Improvement: Vocational, Educational, and F^sonaL Wl\th\gan State 
University, Department of Secondary Education and Curriculum, 1970. 
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PERSONALITY 
■ UNIT III 

INFORMATION SHEET, 

I. Terms and definitions 

A. Attitude^-The way you act, feel, or think that shows others what you are 
like 

B. Personality--What people see when they look at you and what they hear 
• when you speak 

IK Reasons for desirable personality 

A. Acceptance by others 

B. Acquiring a job • ' 

C. Keeping a job 

D. To gain personal satisfaction ^ 

E. To gain recognition - ' ^ * 

F. To learn to profit by failure as well as success 

III. Desirable personality traits arid attitudes (Transparency 1) 

(NOTE: Employers look for 'desirable personality traits and attitudes. Students ^ 
who possess such qualities may become employable jn distribution.) 

A. Adaptability^-AdjuSting easily to new situations * ^ 

^ B. Cooperation-Working harmoniously with others toward some desired goaf 

^ * C. Courtesy- Being polite and having manners ^ ' 

D. Dependability-'Doing what you say and completing duties assigned to you 

E. Enthusiasm-Being eager to help or to take part in some* activity 

F. Honesty-Beincf truthful in all things 

G. Initiative-Doing things without having to be told 

H. -Loyalty-Sticking up for or supporting a firm 

L Patience-Taking the J:ime to do things right - 

J. Self-contrdl-Being able to control one's temper and emotion^ 

K. Tact--Beinq able to say the right thing at the right time 
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INFORMATION SHEET 

IV. Show positive attitude 

(NOTE: A positive attitude helps one identify with himself and others.) 

A. Open your ears, close your mouth, and learn to listen 

B. Avoid gossip 

C. Objectionable traits are , selfdefeating 

D. Ask questions and remember the answers " 

E. Devblop ^confidence in yourself 

F. Respect for and encouragement of associates 

G. Having a desire to succeed in what we do 

H. Practice desirable traits 

V. Steps to personality improvement (Assignment Sheet #2. and #3) 
■ / A, Realize the need for improvement 

■ * , 

B, Have a desire to improve 

C. Evaluate your strong and weak points ^ 

' , ... ^> 

D. Develop a plan for improvement 

*»•-', 

E, Follow through with your plan 

VI. Cl£ii$smate's traits 

Example: Desirable trait - loyal to friends 
Negative trait - lack of initiative 
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PERSONALITY 
. UNIT III , / 

• 1 . /» ^ ■ 

ASSIGNMENT SHEET #1-'H0W DO YOU GET ALONG WITH OTHERS? ^ 

A successful person should know how to get alang with others. By the results* of this * 
self-test, you will see how you are doing. Check your an,swers. 

1. You meet a person you immediately do'jiot like. You would: 

a. Try to find a topic' of conversation of common interest. 

b. Avoid the persoVi.- ^ 

c. Try to put, him or her in his place. ^ 

2. You are offered a job for which you are not fitted. You would: 
c. Try to bluff through it. ' ^ 

b. Refuse to try. 

a. Admit your inadequacy and offer to learn on the job. 

3. When dealing with people/such as sales clerks, waitresses, 

a. Usually smile and say something pleasant. 

b. Are nic6 if they are pleasant to you. 

c. Treat them impersonally. 

4. You have been overcharged in a store. You f^ould: 

b. Pay the bill without saying anything* 

c. Tell the clerk he has cheated you. 
a. Ask the clerk to necheck the bill. 

5. When you meet a person who is badly crippled, you: 
c. Try to avoid him or her 

* 

^ b. Go out of your way to be especially nice. 
, a. Treat the person as you would anyone else. 
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ASSIGNMENT SHEET #1 

A fHend has just bought a suit which you think is unbecoming. He or sbe asks 
if you* like it. You would say: 

c. "It looks terrible." - . 

^ a. "I think you'll be happy with it.*' 
' How's nhe weather today?" 
You honestly* feel that you: 
a- Are interested in most people, 
a Are bored by most people. 

b. Are only really comfortable with your o\Vn clique, 7 
In-^a store you are in no hurry> but the person after you is rushed* You: 
b* Make your 'selection because it is your turn, 

a. Suggest to, the person to go ahead of you, ^ " . 

c. Take lin extra long time "just to calm him or her down* 
When you meet people Qf different races or religions, you: 

b. Have a secret feeling of fean 

a. Consider them as human beings mu^^h like yourself. 

c. Are convinced your way of life Is* superior. 

After a splenic you find there is no trash basket. You would: 

a. Take the papers, bottles^ and food home with you, ' 
c* Leave it on the ground, 

b. Try to hide the trash on the property. 
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SCORING AND ANALYSIS FOR ASSIGNMENT SHEET #1 



Scoring * 



Give yourself 5 points for every "a" answer and 3 points for every "b"* answer. No points 
for "c" answers. Add up your score. 



35 to 50 points: You are very good in your relationship with others all of the t'mS 
because you respect others and greet them with interest and courtesy. You are liked by 
your friends and those with whom you deal in a casual way, 

18 to 34 points: You do very well with others most of the time, but you are sometimes 
^Ifcentered and forggt to put yx)urself in the other person's shoes. Try working toward 
more, of ^h6se "a" answers, and you will find that living is more pleasant than it is now, 

0 to 17 points: You* are having trouble-either because you are too shy or too aggressive. 
You know whichi Good human relationships are like anything else in life; they take 
practice. Select someone you know who is truly gracious; analyze his or her actions, then 
adapt those traits to your own personjality, * 



Analysis 
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ASSIGNMENT SHtET #2"PERS0NALITY IMPROVEMENT 

Truthfully answer the folloMng questions ^ ' ' i, V 

1* Do you feel that your personality can be improved? ye s \ no 



2. Do you want to improve your personality? yts no , maybe^ 



(NOTE: If you can answer ^^yes" to the above questions, complete this 
• assignment; if you answer "no" do not complete this assignment sheet.) 

3. List those traits and mannerisms that you find most objectionable in others. 

4. Are you guilty of the above mentioned traits and mannerisms? ye s > 
no , not sure . 

(NOTE: Be truthful with yourself. Psychologists tell us that the very faults we 
dislike in others are, many times, those fauiti we possess.) 

5. Develop a plan to improve your personality in those weak areas, 
a. Observe others who possess qualities you want and those who possess 



qualities you wish you didn't have. 



b. Compare the differences between the two/ 

/, 

c. -^Try to figure-^out what makes the difference between possening that good 

quality or poor quality* ^ 

d. Specifically observer mannerisnils, facia/ eKt:(fessions, dress, carriage, gestures, 
eye contact with others, etc. 

e. Concentrate on one area of your personality at a time and work to improve 
that area. 

Example: If you are shy, make a point to talk to others every chance 
you get Ask the other person questions about himself or 
his work to show that you are interested in him. Soon you 
— will become so involved with others that you will forget your 

own inhibitions. 

t Don't become discouraged if your plan does not v\^rk immediately* It takes 
time but the effc^J: is vw)rth the struggle. 
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ASSIGNMENT SHEET #Q-CLASSMATE*S EVALUATION 

\ 



1. Make a list of students in your class. Beside each name, write that person's* 
% * most desirable trait(s) apd his most negative trait(s). (Do not be ugly or mean 

^ - ifijt^ sincere^ Use these to help each other improve.) ^ 

2. Write a list and hand it to your instructor. 

3. Your instructor. will cut apart the lists you hand in, separate them according 
to the student's name and then hand each class member's comments concerning 
that individual to him. " 

4. Review your evaluation sheet and use it as a guide in planning your 
self-improvement program. 
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TEST 



1. Define the following terms. 

a. Personality- 

b. Attitude- 

2. List five pgsons for having a desirable personality. 

^ a ' ' 

C. ...^ , 

3. Place an "X" in front of the items which most clearly describe desirable 
personality traits and attitudes. ^ 

\ 

^ ^a. Adaptability 

b* Enthusiasm 



c. Sloppy work habits 
^d. Loyalty 



e. Self-control 



^f, Horjesty 
J* Patience 

h. Unable to take criticism 1 

I, Laziness ' \ 

• - • 5 

* 1 

j. Cooperation 

k, Dependability i 

I, Snobbish' I 
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f 



\ 



5. 



6.. 



m. Initiative 
_n. Tact 

Courtesy ^ 
p. t^ard headed 



Place an "X" in front of the item which most clearly shows positive attitudes. 

a. Open your ears, closi your mouth, and learn to listen 

b. Argue if you think you are right 

^c. Ask questions and remember the answer 

^ ^d. Wanting to succeed in what we do 

e. Objectionable traits are selfdefeating 



_f. Be honest if ft doesn't jeopardize yiour job 

g. Practice desirable traits 

■ « 

h. Develop confldencejn yourself 

I. Respect for and encouragement of associates 



j. Avoid gpssip 



Name five steps to personality improvement. 

a. 

b. 

c. 

e. 



"Demonstrate the ability to evaluate your classmates most desirable traits and 
his most negative traits. 
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ANSWERS TO TEST 

1. ^ a. What people see when they look at you and what they hear when you 

speak 

b. The way you act, feel, or think that shows others what you are like 

2. , a. Acceptance by others ' ^ 

b. Acquiring a job 

c. Keeping a job 

d. To gain personal satisfaction 

e. To Igain recognition 

f. To accept failure as well as success 

3. a ^ * 
. b 

d 

e * o 



J 

k 

m 

^> ^ n 

o 

4. a 
b 
d 



4. 



o 
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■1 . 



e 

g 



J . . ■ ■ 

5. a* Realize the need for improvement 

♦ ^ * * ^ 

b* Have a desire to improve 

c. Evaluate your strong and weak points 

d. Develop a plan for improvement 
" e. Follow through with your plan 

6. Performance skills will be evaluated to the satisfaction of the DE teacher* 
coordinator. 
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HUMAN BEHAVIOR 
. UNIT I 



TERMINAL OBJECTIVE 



After completion of this unit, the student should be able to distinguish between good 
and poor forms of behavior. He should be able to identify traits that make one either 
delightful or irrjtating to work with. This knowledge will be evidenced through student 
activities and by scoring eighty-five percent on the unit test. 



SPECIFIC OBJECTIVES 

After completion of this unit, the student should be able to: 

1 * Match terms associated with human relations to the porroct ilef inltion. 

2. Name the reason ninety percent of the people are frred from their jobs. 

3. List the six essential characteristics of an employed. 

4. List the six undesirable characteristics of an employee. 



^ 5. 



Name two problems that may be c|;eated by the worker who is "just putting 
in his time." , 

* 

Identify traits that make one either pleasant or irritating to work with. 
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SUGGESTED ACTIVITIES 

DE Teacher-Coordinator; 

A^ Prepare fcrulletin bpard. 

B. Provide studeHts with objective sheet. 

C. Provide students with information sheet 

D. ^ Discuss terminal andf specific objectives, 

E. Discuss information sheet. 

F. Give test. 

: Consult audib visual supplement for suggested films.) 
Student:, 

A. Read objective sheet* 

B. Study information sheet. 
*C. Take test. 

INSTRUCTIONAL MATERIALS 

Included in this umt: ' x 

A. Objective sheet 

B. Information sfieet 

C. Bulletin board idea ^Straight "A"^in Human Relations ^ . 

D. Test 

E. Answers to test 

References: * * ^ 

A. Whitcomb. Language Charm. Dallas, T^xas: Gregg Division, McGraw-^Hill 
Bpok Company, 1971* 



B. Oklahoma Cooperative Vocational Education Course of Study. Stillwater, 
Oklahoma: State Department of Vocational and Technical Education, 
Curriculum and Instructional Materials Center, 1972. 

III. Additional reference-Experiences in Human Relations kits, SelectiorK Research 
Inc., 620 North 48th, Lincoln, Nebraska 68505, 

Kit contains twelve games for use in Human Relations unit. Price $35. 
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, INFORMATION SHEET 

I. Terms and definitions 

' A* Cdmpromise-Mutual agreement made by concession on both sides 

B. Criterion-Sjandard by which something is judged 

C. Dependability*-Quality of being reliable 

D. Dignity- Formal reserve of one's manners and language 

E. Honesty-^One's truthfulness in all words and deeds ' 

F. *lmprovise-To make do with what one,.has . 

» 

G. 'Initiative-'Ability to proceed without being told 

H. Morale-'State^ of mind which reflects an individual s attitudes toward his 
job, fellow employees, anci employers » 

IL Reason ninety percent of the people are fired from their jobs*- Inability to get 
along with others 

IIL Essential characteristics of pn employee 

A. Prompt ' ' 

B. Accurate ^ 

C. Reliable 
^ Honest 

E. Initiative ^ * 
• F. Dependable - 
IV. Lihdesirable characteristics of an employee 

A. ^^Disloyalty 

B. Inconsiderate . 

C. Tardiness 

* D, Lack of initiative 
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E. Carelessness 

F. Poor attitude 

V. Problems that may be created by the employee who is "just putting in his time" 

A. Low morale among other employees 

B. Costly to company 

4 

Vl. . Traits that make one either pleasant or irritating to work with 

A. Pleasant 

.1* jSen^Qf humor 
2: Persferverance 
^ 3* Tolerance 

4. Energy ' 

5. Enthusiasm 

6. Self-confidence 

7. ► Consideration of others 

8. Doing more than one's share 

9. Proper grooming and personal cleanliness 

B. Irritating^ 

1, Hums or whistles 

2* Gossips ^ * 

3. Overuses the telephone for personal calls 

4* Fusses with hair or uses strong perfume 

5/ Chews gum or smokes thoughtlessly 

6. Interrupts frequently 

7* Uses foul lahguage 

8* Criticizes or belittles others 

9. Says unkind things 

10* Improper grooming and cleanliness ; * 
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HUMAN BEHAVIOR ^ 
UNIT I 



TEST 



Matcli the foJIovi/tng terms to the correct definitions 

1. 



a. Compromise 
^b. Criterion 
_c. Dependability 



_d. Dignity 
e. Honesty 
_f. Improvise 
Initiative 




Ability to proceed without 
being told 



2. Quality of being reliable 

3* One's truthfj>tfiB» in air 
words anrf^eeds \ 

4* Stjfte of mind which reflects 
an individual's attitudes 
toward his job, fellow employees, 
and employers 

5, Mutual agreement made by 
concession on both sides 

* 

6. Standard by which something 
is judged 

?• Formal reserve of one's ^ 
manners and language 



8* To make do with what one has 
5. Name the reason ninety percent of the people are fired from their jobs. 
|3* List the six essential ch^racteriftids of an employee* 
a. 

b. . 

d. 
e. 
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List the six undesirable characteristics of an employee. 

a. - . • ^ ^ ... 

b. ' 

f 

c. 

^- . • ' ' ' 

e. 

f. . ^ ^ ' 

Name two problems that may be created by the worker who is "just putting^ 
in his time." 

' >* 

Place a '*P" in front of each trait below that would make one pleasant to work 
with. Place an in front of each trait that would rtiake one irritating to work 
with* 

a. Sense of humor 

b. Hum or whistles 

c. Tolerance . 

d > Fusses with hair or uses strong perfume 

e. Doing more than one's share 

f > Uses foul language 

g > 'Enthusiasm 

h. Overuses the telephone for personal calls ^ 

!• Perserverance 

^j. Chews gum or smokes thoughtlessly - 

k. Consideration of others 

I. Says unkind things 

^m. Energy 

n» Gossips 



_o. Interrupts frequently * 
_p. Self-confidence ^ 
_q. Criticizes or belittles others 




ERIC 



HUMAN BEHAVIOR 
UNIT I 

fc. 
» 

ANSWERS TO TEST 







a. 


5 






b. 


6 


c. 


>• 

2 " 


d. 


7 


e. 


3 


f. 


8 , ^ 


g- 


1 


h. 




Inability to get along vyith others 


a. 


Prompt 


b. 


Accurate 


c. 


Reliable 


4. 


Honest 


e. 


Initiative 




Dependable 


a. 


Disloyalty 


b. 


Inconsiderate 


c. 


Tardiness 


d. 


Lack of initiative 


e. 


Carelessness <^ 


f. 


Poor attitude 


a. 


Low morale among other employees 


b. 


Costly to company 
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a. P 

fo. I 

c. P 

d. I 

e. P 

f. I 

g. P 

h. I 
I. P 

j. I 

k. P 

I. i 

m. P 

n. I 

0. I 

p. P 

q. I 
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CUSTOMS AND POLICIES 
' . UNIT II 



TERMINAL OBJECTIVE 



After completion* of this unit, the student should be able to recognize benefits of working 
, for a firm. He shquld be able to list areas in which companies have basic policies, sources 
for finding information on customs and policies, and employees* responsibilities to a firm. 
Knowledge of this material will be evidenced by a score of eighty-five percent on the 
unit test 



SPECIFIC OBJECTIVES 



After completion of this unit, the student should be able to: 

1. Match terms relating to business customs and policies to the correct 
definitions. 

2. Select from a list benefits of working for most business firms. 

3. List three areas in which most companies have basic policies. f 

4. List four of the eight sources for finding Information on a company's 
customs and policies. 

5. List four employees' responsibilitier to a firm. 
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CUSTOMS AND POLICIES ' 
UNIT II 



SUGGESTED ACTIVITIES 

I. DE Teacher-Coordinator: 

A. Prepare bulletin board* 

B. Provide students with objective sheet. 

C. Provide students witfi^ information sheet. 

D. Discuss terminal and specific objectives. 
E^, Discuss information sheet.^ 

F. Invite a personnel manager from a local business to speak on company 
policies and customs. - 

G. Order "The Performance Game** and **The Firm". (See additional 
references) 

H. Give test. 

(NOTE: Consult audio visual supplement for suggested films.) 

* * 

II. Student; ' ' 

A* . Read objective sheet. 

B. Study Information sheets. 

C. Take test. 

« 

INSTPiUCTIONAL MATERIALS 

L Included in this unit: ' ^ 

A. Objective sheet 

B. Information sheet 

C. Bulletih board idea-Company Benefits 

D. Test 

E. AnswAt to test 
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II. References: 

A. Shilt, Ciarmichael, Wilson. Business Principles and Management Fifth 
Edition. Dallas, Texas: Southem*We$tern Publishing Company, 1967* 

# 

B. Richert, Meyer, Haines. Retailing Principles and Practices. Fifth Edition^ 
Dallas, Texas: Gregg Division, McGraw-Hill Book Company, 1968. 

C* Oklahoma Cooperative Vocational Education Course of Study, Stillwater, 
' Oklahoma. State Department of Vocational and Technical Education. 
Curriculum and Instructional Materials Center, 1972. 

■• , , 

UL Additibnal references: 




A, "The Performance Game," Training Development Center, 2 Pennsylvania 
Plaza, New. York, N6w York, $75*00. 6 - 24 participants, 2 - 8 groups- 
Participants are organized into three«man teams. T^ams are assigned a task 
and are cgn^rned with qualitative and quantitative standards. Allows 
participants the opportunity to: conduct job analysis, develop job 
performance criteria, and to participate in a performance appraisal 
interviews. 

B. "The Firm," Science Research Associated, 259 East Erie Streit, Chicago, 
IJIinois. $5.95. 6 - 24 participants; 1 - 4 teams. The participants are organized 

A into teams for the purpose of providing the opportunity to experience the 
economic principles of running a business. Role assignments are made. and 
rotation among* roles is encouraged. 
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CUSTOMS AND POLICIES * , 
UNIT II ^ 



INFORMATION SHEET 



Terms and definitions . * » 

A. Fringe benefits-Supptenr|ental benefits (incentives) a business provides for- 
its employees besides Wages an^/or salaries , ' ' 

B. Hiring -Beginning of employment . 

C. Policies-Objectives and standards of a business 

D. Public relations-Promotion of goodwill * 

E. Salaries-Compensation of executives, supervisors, or otj)^ employees who 
are paid on a basis rather than. an hourly rgte 

F. Security-Precautions taken to protect secret business files apd information 

G. Separation-Termindtion of employment * 

H. Wages-Compensation* paid on an hourly basis 

Benefits of working for most business firms . " 

A. Salaries and/or wages 
Fringe benefits 

1. Insurance and hospitalization programs' 

2. Pension and retirement plans ^ * 

3. Paid vacations and holidays 
4., Sick leave 

5. Stock and/or profit sharing plans 

■s. 

6. Medical facilities * ^ 

7. Tuition refunds and/or other educational programs 

8. Employee discounts 
C. Personal satisfactions 
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INFORMATION SHEET 

^ III. Areas in which iriost-companies have basic policies * 

«. ■ . ' 

A. Employee benefits and working conditions - 

1. Hours of work , * 

2. Dress regulations , > ^ 

3. Equal employment opportunities 

» - '„ , • 

' ' B, Security "pfeciautions * • \ 

1, Security regulations 

Examples: Keys, shoplifting prevention 

2. * Methods for controling confidential information 

Examples: Price codes 

C, Public relations 

1, Internal 

2. External 

ly. Sources for binding information on a company's customs and policies 
A. Training manual 

♦ 

J) B. Newsletters, bulletins, and other literature 

' C. Advertisements * 

D. Financial reports 

Li 

€, Fellow employees 

F, Articles in the news njedia * 
, G, In-service training programs * 

H. Departmental meetings 

I, Management ' 
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INFORMATION SHEET 



V. Employee's responsibilities 
A. Know your company 
Know your job 

C. Promote goodwill 

D. Be ethical 
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CUSTOMS AND POLICIES 
UNIT II 



TEST 



1. Match the following terms to the correct definitions. 



a. Fringe benefits 

b. Hiring 



o; Policies 

d. Public relations 

e. Salaries 

f. Security 



J, , Separation 
_h. Wages 



1. Termination of 
employment 

2. Beginning of 
employment 

3. Promotion of goodwill 

, 4. Compensation paid 
on an hourly basis 

5. Supplemental 
benefits (incentives) 
a* business provides for 
its employees besides 

, wages and/or salaries 

6. Precautions taken 
to protect secret 
bt/siness files and 

^ " . information 

7. Objectives and 
standards of a business 

8. Compensation of 
executives, supervisors, 
or other employees , 

* ' who are paid on a 

basis rather than an 
hourly rate 

Place an *'X" in front of each item which is a benefit .of working for most 
business firms. . * . 



^a. Sick leave 

b. Time pff for good, behavior 

c. Medical facilities 



d. Paid vacations and holidays 
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^ _e* Salaries and/or wages 

f . Personal satisfactions^ 

^g. Insurance and hospitalization programs 

J h* Pension and retirement plans ^ 

' i> Stock and/or profit sharing. plans 

j . Tuition refunds and/or dther educational programs • 

k. Fringe benefits • 

' I. Employee discounts 
List three areas in which most companies have basic policies 
a. 

b. • 

C. * 

List four of the eight sources for finding inforr:ation on a company's customs 
and policies. 

a. * 

b. . 

C* 1 

\ I ' 

List four employee's responsibilities to a firm, 
a- 

b. . 

c. 

d. 

l5o 



\ 



CUSTOMS AND POLICIES 
UNIT 11 

^ ANSWERS TO TEST' 

5 ^r 

2 

7 . 

3 

8 

6 . 
1 



Employer benefits and working conditions 
Security precautions 
Public relations 



157 



28E 



4. List any four of the following: 
a* Training manual 

b. Newsletter, bulletins, and other literatwre 

c. Advertisements 
d* Financial reports 

e. Fellow employees 

f. Articles in news media — 

g. In-service training programs^ 

h. Departmental meetings 

i. Management 

5, a. Know your company 

b. Know your job 

c. Promote goodwill 

d. Be ethical 
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IWTRODUCTION TO BASIC SELLING 
' ^ _ UNIT I 

TERMINAL OBJECTIVE 

After completion of this unit, the student should understand the function of retail selling. 
He should be able to demonstrate in a role playing situation, the ability to do a sales 
demonstration. Knowledge of this material will be evidenced by demonstration and by 
scoring eighty-five percent on th^ unit test. 

SPECIFIC OBJECTIVES 

After completion, of this unit, the student should be able to: 
1. Define retail selling and customer. 

% Match the general levels of sales occupattons to the qorrect function of 
each. 

3. Select from a list the attributes of a good salesperson. , 

4. Match the basic steps of a retail sale to the correct definition. 

5. List four rea&ons the approach is important. , 

6. List the three types of sales approaches. ^ ' 

7. List three ways to judge a good approach. 

* - *■ 

8* * Select from a list three ways a salesperson may determine the customer's 
needs. 

9* Select from a list the six elements of a successful sales presentation. 

10* List three reasons customers may raise objections about a product. 

11* Select from a list the five methods the salesperson may use in overcoming 
customers'-objections-about a product. 

12. List two customer reactions telling the salesperson to close the sale. 

13. Select from a list verbal signals that the customer is ready to buy. 

14. List three reasons for suggestion sellirtg. , ' 

15. Select from a list the procedures for making correct change. 
16* Fill out a sales slip correctly when given the information, 

169 
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17, Prepare a written dialogue for: 

a. The approach. 

b. Sales presentation, * 

cC. Methods of overcoming objections, 
d. Closing the sale and suggestion selling. 



A 



18* Demdnstrate in a role playing situation the ability to do a sales 
demon^ratlon. 



V 

\ 
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INTRODUCTION TO BASIC SELLING 
UNIT I 



SUGGESTED ACTIVITIES 

i, OE Teacher?Coordinafor: 

A. Provide \students with objective sheet 
1 » B. ^ Provide Students with information and assignment <»heeti;. 
A. C- Discuss terminal and specific objectives,* • 

D* Discuss information and assignment sheets. 5 

E. Use role*pl9ying as a procedure for teaching sales demonstration. 

F. Give test. 

(NOTE: Consult audio visual supplement for suggested film. This unit should 
be broken down for testing purposes.) 

IL Student: 

A* Read objective sheet. * • * 

B. Study information sheet. 

C. Complete assignment sheets. 

D. Take test. 

INSTRUCTIONAL MATERIALS 

I. Included in this unit: 

A. Objective sheet 

B. Information sheet 

C. Assignment sheets 



1, 


Assignment 


Sheet #1--The Approach 


2. 


Assignment 


Sheet #1a-Sales Presentation 


3. 


Assignment 


Sheet #1b"0vercoming Objections 


4. 


Assignment 


Sheet #1C'-Closing the Sale and Suggestion Selling 


5. 


Assignment 


Sheet #2--Sales Demonstration 
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D. Test ^ . 

Answers to test 
References: 

A. Richert, Meyer, Haines. Retai/ing Principles and Practices. Fifth Edition. 
Gregg, McGraw-Hill, 1968. 

B. Bodle, Corey, Retail Selling. Gregg, McGraw-Hill, 1972. 

C. Piper. Merchandising Mathematics Distributive Education Series. 
South-Western Publishing Company, December 18, 1967* 

^D. Supermarket Checker Education. Dayton, Ohio: The National Cash Register 
Company, 1968. 
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JNTRODUCTION TO BASIC SELLING 
UNIT I 



INFORMATION SHEET 

Terms and definitions 

A. Retail selling-Helping customers make satisfactory purchases 

B. Customer-'Anyone who buys the goods for sale in a retail store 
General levels of sales occupations 

A. Salesclerk 

'l. Has little to do with solving customer buying problems 

2. Receives payment for merchandise 

3. Wraps or boxes merchandise 

4. Stocks shelves, keeps record of sales, takes inventory 

5. Is lowest level in ordef of responsibility and reward 

B. Salesperson 

» 

1. Helps customer solve minor buying problems 

2. Emphasizes selling points and suggests' items 

. 3. Prepares sal^s slips, receives payment, and bags or wraps 
merchandise 

4. PIdces merchandise on display, prepares inventories, requisitions 
merchandise from stockroom ^ 

5. Is second highest in order of responsj^bility and reward 

C. Salesman 

1. Helps customer who \ieeds detailed infirfrmation 

2. Answers technical quesm|is_absiiit^ 
' 3. Demonstrates the merchandise 

4. Gives estimates or quotes prices 

5. Is familiar with credit and tradenn allowances 
6* Prepares sales contracts 

7. Is highest level in order of responsibility and reward 
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. ' INFORMATION SHEET, 

III. Attributes of a good salesperson ' , ' 
A. Courteous 

Interested 

C. Friendly 

D. Helpful 

E. Cooperative * ^ 

F. Tolerant 

IV. Basic steps of a retail sale 

A. Approach-Gains the attention of the customer 

B. Determining the need-Helps the cusjomer select tht item that best fits his 
needs 

^ C* Presentation-Part 0# the sale where the salesperson attempts to turn the 
interest for the merchandise into the customer's desire to own it 

D. Overcoming objections-Listens to customer's objections and uses them to 
^ strengthen his presentation 

E. XJIosing the sale-The customer agrees to buy the merchandise 

F. Suggestion selling-Tries to increase the amount of the sale by suggesting 
' additional merchandise 

Vi Reasons the approach is iinportant 

A. Creates a favorable impression r»n the part of the customer toward the 
salesperson and the store ^ . 

; B. Puts the customer at ease 

C. Builds customer confidence in the salespersor^ 
^ D. Starts the selling process 

VI. Types of sales approaches 

A. Greeting or personal ' * 

1. Makes customer feel impqrtant 

2. Uses the customer's name ^ * ; 

Example: "Good morning, Mr. Morrison^ do you 
remember t(ie camera you were asking v 
about the other day? It just arrived.'' 
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INFORMATION SHEET . \ , 

B. Merchandise ' ' . 

1. Used whfen customer is already looking at merchandise \ 

2. May be used to open the sale 

» * ■ - 

3. Most profitable in terms of sales 
Example: % 

Salesperson: (Approaching a customer who rs looking at a sport shirt) 
"This shirt is eighty percent Dacron 3nd twenty percent cottOQ 
and requires no ironing. It will hold its shape^ind color no matter 
how many times it is washed." 

Cusftdmei": ^^*^Completely washable? No ironing? That's a dream. 
What colors do you have?" 

C. Service 

1. Offers assistance to the customer 

2. Will always direct the custbmer*s attention to his needs or wants 

3. Is used if the customer is not looking at merchandise 

* 

4. Customer and item desired are Unknown to the salesperson 

■ * . 

^ - 5. Customer waits for salesperson to approach * ' 

Example: "Good morning, hgve you found what you are looking for?" 

VII. Ways to Judge a ^good sales approach . 

♦ . - • . ~ . - ■ - ' 

A. Place emphasis on the customer 

' * , *■ 

B. Direct the customer's attention to the merchandise 

'/ * . ti 

C. Le| the Customer ki^ow that he is the first concern of the salesperson 

^ "\ ." ■ ' . . 

(NOTE: Use Assignment Sheet #1.) 

VIII. Ways a salesperson may determine the customer's needs 

A. Listen attentively 

B. Ask a few well-chosen questions 

. C. Select the item that best fits the customer's needs 
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INFORMATION SHEET . . 

IX. Elements of a successful sales presentation 

A. Handle the merchandise properly 

(NOTE: Handling the merchandise properly gives yaltie to the goods. 
customer will respond to the quality of the merchandise when the 
salesf>ersoh shows high regard for it.) 

B. Know what merchandise to show t 

1. ^ If the customer has stated a particular sty\^, color, or ^ize, show 
the merchandise that he has requested 

* 2. If no particular style, color, or size .has been requested, show' 
something you think he will like 

* ' (NOTE: Ask questions to determine this.) 

3. ' If several price lines are available, begin with the merchandise 
in the middle range 

(NOTE: This may not be tru^ in all cases.) 

C. Know how much merchandise to show-Enough to allow a sufficient choice 

1. If there is too much the customer will become confused; remove 
those items that do not appeal to the customer 

2. If too little merchandise is shown, the customer may be restricted 
I in his selection 

3. Show only two or three items at a time 
1 D. Demonstrate the merchandise 

i . 1. Involve the customer in the merchandise demonstration 

j 2. Let the customer handle the item 

1 3. Appeal to the five senses 

^ a. Hearing 

; ' ' b. Sight 

" c. Touch 

d. Smell 
' e. Taste 

(NOTE: When the five senses are involved, the customef proves 
to himself that the merchandise will do what the salesperson says 
it wm.) 

i 
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E. Give product information 

1. Salesperson must be prepared to discuss with the customer the 
features of the item 

2. Give as much information about the product as is necessary to 
assist the customer in making the decision 

F. Sell the benefits . ^ 

1. The customer does not buy merchandise; he^buys what the 
merchandise will* do for him 

2. Remembgr to sell what the merchandise will do to satisfy hisi 
needs 

(NOTE: Use Assignment Sheet #1a.) 
Reasons for customer objections 

A. The customer is not convinced of his need 

1. The salesperson has not presented the item in relation to a buyinc 
motive 

2. The salesperson must show the customer that hte has a need for 
the item 1 

B. The customer has insyfficient information on which to make a buying 
decision 

(NOTE: The salesperson must give complete product information to 
convince the customer to buy.) ' 

C. The price is too high 

* /) 

1. If the salesperson has given the customer information about the/ 

product that will justify' the price, the resistance may be avoided 

2. A less expensive item should be shown 

3. Salesperson can offer the use of a charge account or a layaway 
plan 

Methods the salesperson may use in overcoming customers' objections. about a \ 
product 

A. "Yes, but" 

Example: , ,j 

Customer: , They are lovely dishes, but too delicate for everyday/ 

use. They would break easily. / 
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Salesperson: 

B. Superior point 
Example^ 

e 

Customer: 
Salesperson: 



C. Direct Denial 
Example: 
Customer: 

Salesperson: 

D. Questions 
Example: * 
Customer: 

Salesperson: 

• Customer: 
Salesperson: 



Yes, they are delicate m appearance, but that's what 
makes them so lovely. In spite of their delicate 
appearance, they gre guaranteed for five years. 



This mower seems to weigh a lot. I'm afraid it will be 
hard to push. 

The mower is heavier than others. The manufacturer 
made it heavier in order to improve its wearing qualities. 
If* you will notice it has wheels that are a little larger 
that others and also are equipped with ball bearings. 
We have scld this type for several years and Our 
customers have been yery satisfied. 



This luggage would not stand up under the rough 
treatment it would get when I travel. 

I think you will find^ sir, this luggage will withstand 
any amount of rough treatment. Let me show you. (He 
jumps on it and kicks it.) See,, with a cloth I can wipe 
off the smudge, and it still is new. 



The action of the keys on this typewriter doesn't seem 
to be as smooth and easy as that of another make I 
have looked at. 

Don't you think that the*use of a ball bearing in a 
typewriter will ensure better key action than the use 
of a plain bearing? 

Yes, I think so. 

Did you know that our machine \s0ie only one on 
the market that is equipped with ball bearings at the 
point where the action of the keys is greatest? 
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Boomerang 
Example: 
Cu^:^j7ier: 
Salesperson: 

Customer: 
Salesperson: 



The heels on these boots are too high 

The high heels are the newest thing this season. They 
are featured in all the fashion magazines. And I know 
you Want to be fashionable. 

Of course I want to be fashionable, but are you sure 
they are -the newest style? 

High heefs are featured in this month's issue of Men's 
Wear. Let me show you. 



Customer: They do look sharp* Let me try a pair. 

(NOTE: Use Assignment Sheet #1b.) 
XII. When to close the sale ' 

A. When the customer is reacting favorably toward the product 

B. When the customer's reaction indicates there is no longer a reason not to 
buy 

XIII. Recognizing buying signals 

A. "I could charge it, couldn't I?" 

B. "Does your service department install these?" 

* 

C. "My wife would just love to have this." 

D. "The price is reasonable." 

E. "You did say you have free alteration?" 

XIV. Reasons for suggestion selling 

A. Increase sales 

B. Increase profits 

C. Maybe customer needs item and did not remember 
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Example: 



Item Purchased 


Related Item 


Baseball glove 


— r ■ " 
^elall, b^t 


Blouse 


Skirt 


Camera 


FllmsJ flashbulbs 


Mens* shoes 


Socksi polish 


Sweater 


Scarf 



(NOTE: Use Assignment Sheet #1c.) 
XV. Procedures for making change 

A, Place money on drawer ' * ^ ■ 

B Repeat the amount of the purchase and the amount of money received 

C, Count out the amount of change silently to yourself from the amount df 
the purchase to the amount received 

D, Repeat the amount of the purchase and the amount received to the customer 

E, Count out the change into the customer's hand building from the amount 
of the purchase to the amount received 

F, Receive the customer's approval 

Example: Change is usually given in the fewest pieces possible. If you receive 
a $5 bill in payment of a purchase amounting to $2*32, you will 
give the customer 3 pennies, 1 nickel, 1 dime, 1 half dollar, and 
2 $1 bHIs. As you hand the customer the change, you say/'Two 
thirty-two, thirty-five, forty, fifty, three, one Is four, and one 
^ is five/' 





AMOUNT 
OF SALE 


AMOUNT 
RECEIVED 


' DENG 


IMINATIO 


NSOFCH 


ANGE 




5^ 




250! 


50 <^ 


$1 


$5 


$10 


Sample 


$ 2.32 


$5 bill 


3 


1 


1 




1 


2 






a 


3.85 


$5 bill 




1 


1 






1 






b 


8.68 


$10 bill 


2 


1 




1, 




1 






c 


12.35 


$25 check 




1 


1 




1 


2 




1 


d 


23.56 


Two $20 bills- 


4 


1 


1 


1 




1 


1 


1 


e 


47.19 


Two $20 bills 
One$10biU' 


1 


1- 




1 


1 


2 






f 


.35 


$10 bill 




1 


1 




1 


4 


1 




g 


1.51 


$20 bill 


4 




2 


1 




3 


1 


1 


h 


12.77 


$30 check ' 


3 




2 






2 


1 


1 
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Procedure for filing out sales slip 
A. Name or number of salesperson 
-B. Complete date 

C. Check cash or charge 

D. Full name of person or firm sold to 

E. Complete address ^ 
F* Department number 

G. Number of items 

H. Description or name of article 

I. The article dost 
J. Tax 

* * 

K. Total cost 

W 

fxample: 

\ D C 



JOE'S/ 



SOLD BY 



DATE 



CASH 



I - 50-75 



SOLD TO /^JJ^J^ /y/AJ^. 



CHARGE 



ADDRESS I^Z^ jtlA>^U/&¥l ^Z, (jj^' 
PEPT. QUAN. 




ARTICLE 



H 



SALES TAX 
TOTAL 



0 0* 



-25^ 
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INTRODUCTION TO BASIC SELLING 

UNIT I _ 

ASSIGNMENT SHEET #1--THE APPROACH — 

Some standard forms of approach are given below, Some of these approaches 
are good; some are poor; others are questionable, Since no one approach can 
suit all situations, it is difficult to say which may be the most satisfactory one 
to use. Keep In mind that you will have this problem to face in almost any 
kind of store. 

Place a G before those that you think-are good, and a P before those you 
think are poor, and a zero before those that are questionable. Underscore those 
that use the merchandise approach, 

1, Are you looking for something? I 

^2, Is anyone helping you? 

^3. Good morning, Mrs. Rineer. May I help you? 

,4, Are you being taken care of? 

^5. May I show yDu some of these socks? 

6. May I help you? " 

7, Something for you? 

8, Anything in particular you wanted? 

^9, Now dearie, what may I do for you? 

10* Are you next, lady?~- 

11. Do you wish attention? 

^12. What do you want? ' 

^13. Something in handkerchiefs? 

14. One nlnety-three* 

15. Yes, Ma^am? 



16. Are you looking, or did you wish to buy something* 



17. Garden tools? 



18. Can I tempt you with anything today? 



ASSIGNMENT SHEET §;] . 

ii 

J a That is $2.87. How do you like it? 

20. Good morning! ^ 

- - n 

21. This portable phonograph is specify priced today* 

* 

22. This is a dandy value 
_23* Shirts today? 

24. Do you' want to buy some of them cards? 
^25. Is someone waiting on you? 



(NOTE: This should be used for the purpose of class discussion.) 

Below are some problems where you are to assume the salesperson's role and 
ask leading questions to find out what the customer needs: 

1. Mr, Hill comes into your bookstore and asks, "I should like to get 
a book.^' 



2. A lady comes into your electrical appliance store and says, **! should 
like to look at some lamps." 



3. An elderly housewife comes into your department and says^ "We need 
a rug for the house." 



4. A man enters your drugstore and says, "Let me have some cough 
medicine." . 
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ASSIGNMENT SHEET #1 



5. A man and his son "come into ydur cfothihg store; The man greets 
you with, "He wants to get a hat.'^ 




6. A lady comes into your toy department and says, "I should jike some 
type of educational toy for my child." 



7. Lady in bookstore: "I should like to get some bridge prizes." 



8. Hesitant young man in a dress shop: "1 should like to get a sweater." 



, Prepare a written dialogue for a merchandise approach usin^ the following items: 
. transistor radio, electric hand mixer, sweater, hairdryer* This will be presented 
to the class. 
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INTRODUCTION TO BASIC SELLING 
UNIT I 



ASSIGNMENT SHEET #1a-SALES PRESENTATION 



Using one of the products in Assignment Sheet #1, write a dialogue for only the sales 
presentation. This will be presented to the class. 



5"-. , 
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INTRODUCTION TO BASIC SELLING 
UNIT I . - 

ASSIGNMENT SHEET #1b-^0VERC0MING OBJECTIONS 

Below is a list of apparent objections. Assume that you are a retail clerk in 
a department store. Prepare on a separate ^heet of paper answers you would 
give to these reasons for not buying. 

1. The price is too high. 

2. I must consult my husband first. 

3. I'm In a hurry now, but I will be back later. 

ft 

4. I want to shop around a little. 

5. I think I can do b^etter somewhere else. 

« 

6. I left my pocketbook at home. 

7* If I bought this, I should never balance my budget. 

8. I'm tod tired to know what I do want. 

9. I am afraid this hunting coat will not resist water. 

10. This coat is too light in weight to be of any value on a cold day. 

11. This bicycle doesn't have a good coaster brake. 

12* This wagon is not built strong enough for my boys. 

13. Everybody in town will have a dress just like it. 
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^ ASSIGNMENT ^HEET #1b 



2* Using the dialogue from Assignment Sheet #1a, write in some customer* 
objections, then use one method of overcoming these objections* 
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INTRODUCTION TO BASIC SELLING 
UNIT I 



ASSIGNMENT SHEET #tc-CLOSING THE SALE 
AND SUGGESTION SELLING 

Using the elements of a sales presentation (closing the sale and suggestion selling), write 
a dialogue with the product chosen in Assignment Sheet #1a. 



1/3 
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INTRODUCTION TO BASIC SELLING 
UNIT I 



ASSIGNMENT SHEET #2"SALES DEMONSTRATION 

Using all previous assignment sheets, put together a complete sales demonstration. This g 
demonstration will be presented to the class. It will be evaluated- by the rating sheet ; 
provided in this unit. . , %' ' 

1. ■ Name of product 

2. Salesperson . ^ . ^ ' 



Customer 



Your dialogue will follow. This should be given to the teacher- coordinator pfvor .to 
* the presentation to the class. 



1* f 
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ASSIGNMENT SHEET #2--SALES DEMONSTRATION 
* ■ RATfNG SHEET 

HIGH SCHOOL DIVISION 



Rating Sheet 



THE SALESPERSON 
• 


Excellent 


1 - 

^ 1 § 




SCORE ^ 






approached the customer 
correctly for the selling 
^ situation 


5 


4 3 2 


1 










used an appropriate ^ 
greeting 


5 


4^3 2 


1 










was groomed properly 

V 


5 


4 3 2 


1 










spol^e clearly and 
«^ distinctly 


< 


4 3 2 


1 






* 




determined customer 
needs 


c 


4 3 2*^ 




7 ' 






showed the merchandise 
effectively 


10 


8 6 4 


2 


* • 








^was interested in customer's 
c problem 


5 


4 3 2 


1 










* . ! f 
mei oDjcciions la^iiuiiy 


10 


8-6 4 


2 










used sufficient merchandise. 

information • ^ * 


^10 


8 6 4 












demonstrated merchandise 
effectively 


10 


8* 6 4 


2 










used suggestive selling 


10 


8 6 4 


2 








4 


closed the sale effectively 


la 


8 6 4 


1 








* 


change making, wrapping 
and sales 'slip proce^^ 


10 


8 6 4 


2 










TOTAL POSSIBLE POINTS 




100 




TOTAL JUDGED POINTS 




















THE DECA HANDIOOK \m 










* K 
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INTRODUCTION TO BASIC SELLING 
UNIT I 



TEST 



Define the following terms: 

a. Retail selling-- 

b. Customer- ^ \^ 

Match the general levels of sales occupations to the correct function of each. 



a. Is lowest level in order of 
responsibility and reward 

b. Has little to do with solving 
customer buying problems 

c. Prepares sales contracts 



_d. Answers technical questions 
about merchandise 

_e* Is second highest in order 
of responsibility and reward 

f. Is familiar with credit and 
trade-ln-alldwances 

_g. Helps customer solve minor 
buying problems 

h. Places merchandise on 
display 



1. 

2. 
3, 



Salesclerk 

Salesperson 

Salesman 



i. Demonstrates the merchandise 



J. Helps customer who needs 
detailed information 



k. Stocks shelves 



1. Is highest level in order 
' of responsibility , and reward 
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Place an "X" in the blank preceding each item that is an attribute of a good 
salesman. 



a. Interested^ 
_b. Friendly 
c. High pressure 



_d. Helpful 

_e. Chooses his customers 

_f. Cpurteous 

_g. Cooperative 

h. Tolerant . 



Match the basic steps of a retail sale to the correct definition,. 

1 . Presentation 



a. Helps the customer select 
the item that 'best fits his, ^ 
needs ^ 

_b. Part of the sale where the 
salesperson attempts to turn 
the- interest for the 
merchandise into- the 
custO|jrier*s desire to own it 



c. Gains the attention of the 
customer 

^d. Tries to increase the amount 

of the sale 

e. The custofher agrees to buy the 
merchandise ^ 

_f. -Listens Jo customer s 

objections and uses them to 
strengthen his presentation 

List four reasons the approach is important. 

a. ^ 

b. _ ^ 
c. 

d. • ^ 



2. Overcoming 
Objections 

3. ' Closing the sale 

4. Suggestion selling 

5. Determining the 
need 

-> 

6. Approach 
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List the three types of sales approaches. 

a. • , ' ' ' - . ^ 

b. . 

> 

List three ways to judge a good approach, 
a. 

c. ' . . 

Place an "X" in the blank preceding each item that are ways a salesperson may 
determine the customer s needs. 

-Select the item that bestlits the customer's needs ^ 

b. Ask a few well-chosen questions' 



_c. Listen attentively ^ 

_d. Determine what you think the customer's needs are 



Place an "X" in the blank preceding each item that \$ an element of a successful 
sales presentation; * 

^a. Handle the merchandise properly 



b. Close the sale 



c. Sell the benefits 



_d. Give product information 

_e. Appeal to the five senses 

_f. Promote good-will 

g* Demonstrate the merchandise 



_h. Know what merchandise to show 



i- Know how much merchandise to show 

List thfee reasons customers may raise objections about a product. 

a. 

b. 

c. 



Place an "X" in the htank preceding each item that arVfnethods the salesperson 
may use in overcoming customers' objections about a' product 



a. Yes, 4)ut 



b. Superior point 

c. Sales person knows best 



d. Questions 



e.. Direct denial 



f. Boomerang 



Xist two- customer reactions telling the salesperson to close 'the sale, 
a. 

b. ' • ' 

Place an "X" in the blank preceding each items that are verbal signals that the 
customer is ready to buy. 



jL. "The pric6 is reasonable." 
b. "You did say you have free alteration?" 




_^c. "Is this in style?' 



_d. "I could charge it, couldn't I?" 

_e. !'Does your service department install these?" 



List three reasons for suggestion selling, 
a. 

b. 



crt of the items t 



Place an "X" in the blank preceding eacrt of the items that are procedures for 
making correct change. 

^a. Receive the customer's approval 

b. Repeat the amount of the purchase and the amount of money received 



_c. Count out the amount of change silently to yourself from the amount 
of the purchase to the amount received 



ISi 




_d. Count out the change into the customer's hand building from the 

amount of the purchase to the amount received 

* _ -J ,. 

e. I=lepeat the amount of the purchase and the amount received to the 
customer 



_^f. Place money on ^dravver. 



16. With information given below fill out a sales slip. 

You are salesperson number 8, working in department 5. You just made a cash 
sale today. Sold to John H. Brown, 824 South Third, City; 4 shirts at $5.00 
each. The total sale is $21.00. Using the local sales tax rate, compute the sales 
tax. 



JOE'S 


SOLD BY DATE CASH CHARGE 






?0LD1 
AEtoRE 
DEPT. 


0 

ss 

, QUAN, 


ARTICLE 








• 


7^ ■ ■ 

SALES TAX 
TOTAL 


<• 





17. Prepare a written dialogue for: 

a. The approach. 

b. Safes pre;sentatioh. ^ * 

c. Methods of overcoming objections. 

' d. Closing the sale and suggestion selling. 

This will have been completed by using Assignment Sheets 1^ 1a, lb, 1c, ^ 

18. Demonstrate in a role playing situation the ability to do a sales demonstration* 
^ (Assign,ment Sheet #2) ^ * 

(NOTE: If this has not been completed prior to the test, ask the instructor 
wher;j the ab^e activity should be completed.) 
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INTRODUCTION TO BASIC SELLING 
UNIT I 



ANSWERS TO TEST 



f 

9 

h 

a. 5 

b. 1 



1. a. Helping customers make satisfactory purchases 

b. Anyone who biliys the ^ods for sale in a retail stbre * 

2. a. '1 

b. 1 — 

c. «l 

d. 3 

e. 2 

■ f. 3 - ^ ■ ■ ^ . 

• g. 2- ^ . "'^ 

h. 2 . 

i. 3 • 

j. 3 

. k. 1 ' I* 

I. 3 . ' 

3. a 

1 d 
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d. 4 • 

6* 3 *' 

t 2 

5. a. Creates a favorable impression on the part of jthe customer toward the 

salesperson and the store 

b! Puts the customer at ease 

G, Builds customer confidence in the salesperson 

d* —Stam the selling process 

6. a. Greeting or personal ^ • 
b; Merchandise ' ^ 

c. Service ^ ~ - _ - 

7. a* Place emphasis 'on the customer * 
^ b. Direct the customer's attention to the merchandise 



\ 



c. Let the customer know that he is the first concern of the^lesperson 



8. „ a 



c 

9. a 
c* 
d 

g 

h . 



10. a. The customer is not convinced of his need \ 

b. The customer has insufficient information on which to make a 

decision ' F % 




c. The price is too high 

187 ^ ^^^^f 



When th^ customer |s reacting favorably toward the product. 

When the customer's reaction Indicates there Is no longer a reason not to 
buy ^ " . 



Increase sales 
Increase profits 
Maybe customer needs 



and did not remember 



SOLD BY 



JOE'S 



DATE CASH 



CHARGE 



8 



SOLD TO (Uh/n // l^jinnu^. 
ADDRESS „ J^^V SoutkThlrri (Ahi 

DEPT. QUAN. ARTICLE ' 



SALES TAX 
TOTAL 



/ 



oo 



oo 
oo 
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Evaluated to the satisfaction of the DE teacher^coordinator. 

Evaluated by the use of the Sa^les Demonstration Rating Sheet by the 
DE teacher*coordinator* 
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4 BUSINESS LETTER 
UNIT II 



TERMINAL OBJECTIVE 



After completion of this um|h the student should be able to organize and write a business 
letter. This knowledge wflrbe evidenced by a score of eighty-five percent on the unit 
test. 



SPECIFIC OBJECTIVES 



After completion of this unit, the student should be able to: 

1. List five ways to create a good "first Impression" in letter writing. *S 

2. List three commonly used letter styles. 

3. List two types of letter punctuation. 

4. Arrange in proper order the parts of a business letter when giveixlb^arts. 

5. List the three characteristics of a good business letter. 

6. Write a business letter using block style. 
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BUSINESS LETTER 
UNIT II 



SUGGESTED ACTIVITIES 



I. DE Teacher-Coordinator: 

A. Provide students with objective sheet. 

B. Provide stutients with information and assignment sheets. 

C. Discuss terminal and specific objectives. 

D. Discuss information and assignment sheets. 

E. Give test. 

(NOTE: Consult audio visual supplement for suggested films,) 
ri. Student: 
' A. Read objective sheet* ^ 

B. Study information sheet. 

C. Complete assignment sheet. 

D. Take test. 

t INSTRUCTIONAL MATERIALS 

A. Included in this unit: ^ 

A. Objective sheet 

B. Information sheet ^ ^ 

C. Assignment Sheet #1-*Writing a Business Letter 
P, Test 

E. Answers to test 
II. References: 

A. .Meehan, Oliverio, Pasewash. Secretarial Office Procedures. Eighth Edition. 
Dallas, Texas: South-Western Publishing Company, 1972. 

B. Okiahoma Cooperative Office Education, Course of Study. Stillwater, 
Oklahoma: State Department of Vocational and Technical Education, 
Curriculum and Instructional Materials Center, 1972. 
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BUStNESS LETTER 
UNIT II 



INFORMATION SHEET 



Ways to create a good "first Impression" in Jetter writing 



A* Use of proper margins, indentions, and spacing 



B. Parts of the letter are correctly placed according to«^the style selected 

C. No obvious erasures and no strikeovers 
It is clean ^ 

1. No smudges 

2. No fingermarks , 

E. Type is even &nd clear r ^ 




INFORMATION SHEET 

Letter styles 

A^^Modified-block — _ _ - - - 




OKUHOMA STATE O^ARTMENT OF VOCATIONAL AND TECHNICAL EQUCMION 



FflANCIS TUTTLE. qifieCTOfI • t5t» WEST SiXTK AVE,. • STILLtWATER. OKtAMOMA 74074 • A.C. C40l> 377-2000 



October 3, 1972 



Mi^. M. C. Smith 
Sears, Roebuck, and Company 
1944 Dearborn Street 
Chicago, Illinois 60613 

Dear Mr. Smith; 

Subject: Order No* 1653 

^' The fifteen desks wfe ordered arrived today. However, only 
one of these desks is the correct model. Our cfrder No. 1653, 
dated September 2, 1972, specifically indicated Model 426. 

We need these desks for the opening of our new office 
on November 1, 1972, and we are wondering what you can do about 
this awkward situation. We definitely do not want the metal 
desks that were sent by mistake. 



Sincerely yoUrs, 



Ron Meek 
Coordinator 



RM/tlr 



^t. hope we will hear filfom you immediately regarding the action 
ybu are taking. ^ ' 



^0 
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INFORMATION SHEET 



B. Block 




OKLAHOMA STATE DEPARTMENT OF VOCATIONAL AND TECHNICAL EDUCATION 



FRANCIf TUTTLI, OIRICTOR • U1»Wi»T »IXTH AVE.. • »TILLWATiR, OKLAHOMA 7<t74 • AXH4Mr9n-21 



October 3, 1972 



Mr. M. C. Salth 
Searsy Roebuck and Conpeny 
1944 Dearborn Street 
Chicago, Illlnola 60613 

Dear Mr^ Svlth: 

Subject: Order No. 1653 ^ 

The fifteen deaka we ordered arrlvad today. Ho>^ver« only 
one pf theae deaka la a correct nodal. Our order No. 1653, 
dated Sepfcenber 2, 1972, specifically Indicaji^d Kodel 426. 

/ 

We need theae deaka for the opening of oui; ntv office on' 
Novenber 1, 1972, and we are wondering wNit you cail do about 
thla jMfkvard altuatlon. We definitely dOr tipt want the 
metal desks that were aent by vlatakev 

Sincerely yours. 



Ron Meek 
Coordinator 

RM/tlr / * 

We hope we will hear fton you iHncdiately regarding tha 
action you are taking. ^ 

■ / 



/ 
/ 




INFORMATION^^HEET 



C. Simplifiied 



(NPJE: EJiroinates -the salutattpqirand the compJimentary close. 




JU OKLAHOMA $TAt| KPAnTMENT OF VOCATIONAL AMO TECHNICAL EDUCATION 

^flANCIS TUTTLE. OlNtCTOK Uli WEST tlXTH AVE J f i StatV^TCR< OKLAHOMA 74974 • A.C. (4H) 977 2«t0 



October 3, 1972 



ERLC 



Mr. M. C. Snith 
Scars, Roebuck and Company 
19A4 Dearborn Street 
Chicago, Illinoif 60613 



Tha fiftean detka we ordeijed arrlvad today ^ ^owavir, only one 
of thete deakt !• tha correct nodel. Our brdlpJ^1653, dated 
Septeaber 2, 1972, ppeclflcally InJlcatacH^wSaf*! 42^^. 

We need thaae deiki for the opening of our^ nwV offica on 
Novenber 1, 1972, and We ata wondarlng what y6u eatii do about 
thlf awkward iltuatlon. We definitely do ndt Wan^ tH* «etal 
deaka that were aent by mlitakc. • | : \ 



Ron Meek 
Coordinator 



RM/tlr 

We hope we will hear from you lumadlately regardiii| tha action 
you are taking. ; 
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INFORMATION SHEET 

III, Types of letter punctuation 

A- Operi-Omlts punctuat after salutation and connplimentary close 



f 



B. Mixed-Punctuation after salutation and complimentary close 
IV. Parts of a letter 



A. 


Letterhead ° 


B. 


Date 


C. 


Inside address 


D. 


Salutation 


E. 


Subject 


F. 


Body 


G. 


Complimentary close 


H. 


Signature , 


1. 


Typed name 


J. 


Title 


K. 


Preference initials 


L 


Enclosure notation 


M. 


Carbon copy notation 


N. 


Postscript 



Example: (Next page) 
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INFORMATION SHEET 




OKLAHOMA STATE KFARTMENT OF VOCATIOMAl AND TECHNICAL EDUCATION 

f flANCJf TUTTte. OmeCTOR • lltfWefTflXTH AVB., • fTfLtWAten, OKUAHOMA 74»74 • A.C. (4Ht377 mt 



I /C 

E 
F 



' October 3, 1972 



Mr^ M. C. Smith 
"Sfttrs, Rotbuek and Co«p«fty 
1944 Dearborn Street 
Chicago, Illlnoii 60613 

•Dear Mr. Smith; 

-Subject: Order No. 1653 

The fifteen deiki we ordered^arrlved today* However, only 
one of theae deiki li the correct model. Our order, Vo. 16S3» 
"dated September 2, 1972, ipeclflcally indicated Model 426. ^ 

We need these deiki for the opening of our new office 
on November 1, 1972, and we are wondering what you can do about 
thli awkward iltuation. Ve definitely do not want the metal 
deaka that were sent by mlitake. 



G 
H 



-Slncarely youri. 



Ron Meek 

Coordinator^ 



/tlr 



M 
N 



-Enclostire 

^ee Mr* a. L* Bejity 

-•We hope we will hear from you immediately regarding the action 
you are taking. 



A, 


Printed 
Letterhead 


G. 


Body 

Coniplimentary 


^ . K. 


Reference 
Initials 


B. 


Date 




Close 


L. 


Enclosure 
Notation 




Inside 
Address 


H. 
L 


Signature 
Typed Name 


M. 


Curbon Copy 
Notation 


D. 


Salutation 


J. 


Title 




Postscript 




Subject 
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INFORMATION SHEET 
Characteristics of a good business letter 



A. States purpose 



B« Gives the necessary facts 

C, Follows company policies and procedures 
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BUSINESS LETTER 
UNJT II 



ASSIGNMENT SHEET-#1--WRITING A BUSINESS-tETTER"- ; 

Using the plan below, write a letter requesting information Concerning some product oT 
your choice* You need this information to construct a manuaK 

Use current dat^ your address, full block letter style and closed punctuation* Also use 
parts of a business letter that are needed* 

1, Make an outline 

2* Make a rough draft ^ 

3. Check spelling, grammar, accuracy, form, and completeness 

4|. Turn final draft irv to DE teacher-coordinator 



) 
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; BUSINESS LETTER'v 
UNIT II 



TEST 



1. List five ways to create a good "first impression" in letter writing. - 

a. ^ 

t 

c. 

d. . 

2. List three commonly used letter styles. 

a. • 

b. 

3. List two types of letter punctuation, 
a. ' 

b. 

4. Arrange in proper.drder the parts of business letter. The parts are listed in Column 
A; place them in proper order by placing the letter in Column B. 

; Column A Column B 



a. Date 1.^ 

b* Postscript 2.^ 

c. > Carbon copy notation 

d; Salutation 4*^ 

a. Typed name 5.^ 

f. Reference initials 6*^ 

g. Subject 7. 
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h. Letterheadi 
u Signature 
^^-~~Enclosure-iiotatton 



a 



6. 



k.-— Body- 



U Inside address 

«» 

m. Complimentary close 
n. Title 



8._ 

9'. 
10. 



Hit 



12._ 
13. 



14. 



List the three characteristics^ a good business letter. 

a. • 

b. 

c. 

Write ^ business letter using block style. 
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BUSINESS LETTER 
UNIT. II 



ANSWERS TO TEST 



1. a. Use of proper margins, indentions, and spacing \ 

Parts of the letter are correctly placed according to the style select&d., 

c. No obvious erasers and no strikeovers 

d. It is clean > 

1) No smudges ^ . . 

« 

2) No fingermarks 

e. Type is even and clear ' * 

2. a. Modified block 

b. Block 

c. Simplified 

ft 

3. a. Open 
b. Mixed 

4. 



1. 


h 


2. 


'" a 


3. 


1 


4. 


d 


5. 


g 


6. 


k 


7. 


m 


8. 


i 


9. 


e 


10. 


n 


11. 


f 
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14. . b 

. ,- - ^ — — — - - • ' — '■ — '-^ '- 

a.. States purpose 

Givls the necessary facts 
c. Follows company .policies and procedures 
Evaluated to the satisfaction of the DE teacher-coordinator. 
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TELEPHONE 
UNIT III 



TERMINAL OBJECTIVE 



ERIC 




After compjetion of this unit the student should be able to derrfQnstrate in role play 
situations the ability to correctly handle incoming calls, place both local and long distafhce / 
calls, and use the tetephone directory. Knowledge of this material wiU be evidenced i>y " / 
a score of eighty-five percent, on the unit test V_^^ 

SPECIFIC OBJECTIVES ♦ 
After conipletlon of this unit the student should be abit to: 

1. Define terms associated with telephone communications. 

2. Select from a list those factors that contribute to the success of lousiness 
calls. 

3. Xist four ways telephone courtesy is expressed, 

0 ^ u 

4. Select examples of appropriate procedure for- planning a business call. 

5. List five examples of the appropriate procedure for answering a business 
call. 

6. List five purposes of the telephone directory. * 

7. List the three organizational units in the telephone directory. ^ 

V 
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TELEPHONE 
■ UNIT III . 



SUGGESTED ACTIVITIES 

J ■ . . - 

DE Teacher-Coordinator: Ik ^ 

I A. Provide students with objective sheet* 

B. Provide students with information sheet. 

jG.- Discuss terminal and specific objectives. 

D. Discuss information sheet. * 

E. • Schedule, t^ietrainer. 

1.. Address: Western half of Oklahoma 

M/s.^'CarprSutttes, Representative 
, Southwestern Bell Telephone, Co/ 
707 North Robinson, Room 1002 
Oklahoma City, Oklahoma 73102 , ' 

Phone: 405-236-73^5 ' : ' 

2. Address: Easter^i half of Oklahoma ^ 

Mr?. AInoma Dinger, R6presentative / • 

Southwestern Bell Telephone Co. ^ 
1720 South Boulder, Room #120 | 
Tulsa, Oklahoma 74119 * / ^ 

Phone: 918-585-6250 p 

F. . Demonstrate proper procedures for using the telephone. 

# ■ 

G. Give test. : ✓ 
(NOTE: Consult audio visual supplement for suggested films.) 

-Student: ; 

A. Read objective sheet. 

B. Study inforrr^tion sheet 

C. Take test. " 
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INSTRUCTIONAL MATERIALS 



1. Included in t\^s unit: 

A. Objective sf>«er^ ^ ^ 

B. - Information sheet 

Test 

Answers to test ' ' 

II. "References: , • 

A. Book: Teletraining foriBusiness Studies, American Telephone and Telegraph 
Company, 1965. 

^ B. Oklahoma Cooperative Vocational Education Course of Study. Stillwater, 
Oklahoma: State Department of. Vocational and. Technical Education, 

^ Curriculum and Instructional Materials Center, 1972. ' 

* ' , > . ^ ... ' 

C. Booklets:*^ " 

1. The Secretary and the T^lephorje * 

2! * Tips fof' Succeeding in Business by Telephone 

3. ' Telephone Personality Tips 

^ ' \ [ * . . • . ' 

4. ' How to StJCceed in Business by Telephone 

*A1j from J the American Telephone and Telegraph Company through 
^ Southwestern Bell Telephone Company. 
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TELEPHONE 
UNIT III 



' s INFORMATION SHEET 

Terms and definitions 

^ A. Area code-A three-digit number which designates the section of the country 
being called 

Classifications-'Descriptive headings in the yellow pages under which 
different types of business may be found 

Examples: Physicians, lawyers; architects 

C. Cross references - Referral- notes which provide other headings where listings 
may be located 

D. Trademark headings- Headings that list dealers and distributors under 
specific brand-name products 

Factors that contribute to the success of business calli 

A. Choice of words ' * 

1. Giving clear explanations 

2. Avoiding slang expressions 

3. Using shorty simple, descriptive words 

4. Usinig^. expressions of courtesy 



5.^^ IJ^ing person's name when possible 



B. Tone of voice 



1. Speaking direclTy into mouthpiece 

2. Using normal conversational tone ' 

3. Speaking clearly and distinctly 

4. Speaking unhurriedly-not too fast^ or too slowly 

5. Varying tone quality 

20? 



INFjbRMATION SHEET 



C. Personal interest anfd attention to the phone convfersation 
1*. Lijtening/ carefully 

2. Expressing real interest in other person's point of view 

3. Letting fehe oth^^r person tell his story completely and with as 
little interruption as possible 

4., Asking bppropriate questions 

III. Ways telephone courtesy is ^expressfed 

A. Answering the cajl pleasantly and promptly 

B. Using proper identification 

C. Clearly stating the p^urpose of the call 

D. Using such phrases as "please and "thank you" 

IV. Appropriate procedure for planning a business call 

A. Writing down pertinent information z-v 

B. Gathering, necessary materials 

C: Determining best time to call , , i 

D. Determining type call to be made ^ 

(NOTE: This might refer to direct dialing, person to person, 6r 
station-to-station.) , * ^ 

V. Appropriate procedure for answering a business call * , " 

A. Answering promptly 

B. Identifying firm ^nd oneself 

\ ■ 

C. Offering assistance \ 

D. Taking a message 

E. Transferring call 
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VL Purposes of the telephone directory i 

A. To provide lists of those who have tel6phones^ their telephone numbers, 
and addresses . 

B. To aid- In locating certain types of businesses 

C. To provide useful information about the locality 

D. T^ serve as a source for checking the spelling of pames 

i I 

E. To serve as a guide for the use of tetephonej serv|ces 

VII. Organization of the telephone directory [ I 

■ t 

A; Introductory pages | 

B. Aitphabetical pages 

C. YelloNA/f^ pages 
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TELEPHONE 
UNIT III 



TEST 



!• Define the following terms. 

♦ 

a. Classifications*' 

b. Trademark headings-- ^ ^ , 

c. Cross references - i ^ 

d. Area code-- 

2. Circle the letter preceding each item below that contributes to the success of 
business calls. \ 

a. Using person's name as seldom as possible 

b. Using Ipuder than normal conversational tone 

c. Varying tone quality^ 

* d. Speaking more ^slowly than normal 

e. Asking appropriate questions 

f. Using short, simple, descriptive words 

g. Using slang expressions ^ 

h. Using expressions of courtesy 

3. List four ways telephone courtesy is expressed. 
" ft a» ^ 

a 

* b* * ' 

♦ •» 

c. . . . 

d. * • * 
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4. Place an "X*^ in the blank prededing each item that is an example of appropriate 
procedure for planning a business call. 

' a . Determining type call to be made 

b. Gathering necessary materials 



c. Writing down pertinent information 
_d. Planning to call at noon 



e. Determining best time to call 



5. List five examples of the appropriate procedure for answering a business call, 
a. 

b. . 
d. ' * 

8. 

6. List five purposes of the telephone directory. 

9 

a. 

b. ^ 
c. 

d. ^ 

♦ 

e: 

7. List the three organisational units in the telephone directory* 
a. 

b, I ' 

c. 
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UNJT III 



ANSWERS TO TEST 



1. a. 

b. 

c. 
d. 

2. ' c 

6 
f 

h 

3. a. 
b, 
c. 
d. 

4. . a 

b 
c 
e 
a. 
b. 
c. 
d. 
e. 



5. 



Descriptive headings in the yellow pages under which different types of 
businesses may be found 

Headings that list dealers and distributors under specific brand-name 
products 

Referral notes which provide other headings where listings may be located 

A three-digit number which designates the section of the country being 
called 



Answering the call pleasantly and promptly 
Using proper identification 
Clearly stating the purpose of the call \ 
Using such phrases as "please'^ and "tKank you*' 



Answering promptly 
Identifying firm and oneself 
Offering assistarrfce 
Taking a message 
Transferring call 
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7. 



a. To provide lists of those who have telephones, their telephone numbers* 
and addresses - ^ ' 



b. To aid in locating certain types of businesses 



c. ^ To provide useful information about the locality 

d. To serve as a source for^ checking the spelling of names 

e. To serve as a guide for the use of telephone services 
a. Introductory pages 

"b. Alphabetical p&ges 

c. Yellow pages 
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FINDING THE RIGHT JOB 
UNIT I 



TERMINAL OBJECTIVE 



After completing this un\tj^ student should be able to find job openings through various 
methods and to match his qualifications to the requirements of jobs beir^ offered. 
Knowledge of this information should be evidenced by scoring eighty-five percent on the 
unit test. 



y. SPECIFIC OBJECTIVES 



After completing this unit, the student should be able to: 

1. Match terms associated with finding a job. 

2. Select from a list sources^fof finding a job. 

3. Match the correct employment agencies to their characteristics. \ 

4. List the five things to remember when taking an employment test. 

5. Identify subject areas which might be covered on employment tests* 

List five of the seven ways to find the right job. 

,. ♦ . 

7. Indicate knowledge of the three types of classified ads by compiling an 
example of each. 

8. Demonstrate the ability to: 

a. Complete the sample employment test. 

b. Complete the assignment sheet-Finding the Right Job for Yourself. 
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BINDING THE RIGHT JOB 
UNIT I 



' SUGGESTED ACTIVITIES ^ 

I. DE Tedcher*Coordinator: 

A. Provide students with obj'etitive sheet. 

B. Provide students with Information and assignment sheets. 

C. Discuss terminal at)d specific objectives. 

D. , Discuss information and assignment sheets. 

6. Invite guest speaker from ^the Oklahoma State -Employment Service to talk 
on finding a job to match ^our qualifications. I 

F. J^cure copy of "TheXareer Game" (See additional references.) 

G, Give test. 

f- ' 

(NOTE: Consult audio visual supplement for suggested films.) ^ * 
II. Student: * i 

A. Read objective sheet - 

B. Study information sheet. ^ 

C. Complete assignment sheets. 

D. Take test. 
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INSTRUCTIONAL MATERIALS 

I. Included in this unit: " i 

A. Objective sheet * ; 

B. Information sheet ^ 
Assignment sheets 

1. Assignment Sheet #1 --Knowing Three Types' of Classified Ads 

2. Assignment Sheet #2-Sainple Employment Test ; 



3. Assignment Sheet #3-Flnding the Right Job for Yourself " 

4. Answers to Assignment Sheet #2 ^ ^ 

D. Test • . . 

E. Answers to test 

iL References: * " \ 

A. Kimbrell-Vineyard. Succeeding in the World of Wbrk, Bloomihgton, Illinois: 
McKpight and McKnight Publishing Compgny^ 1970l 

, 6. dklahonta Cooperative Vocational Education Course of Study* Stillwater, 
Oklahoma: State Department of Vocatioi^l and Teclipical Education, 
Curriculum and Instructional Materials Center^ 1972. 

III. Additional References: " * - 

-* 

A. V/iW. Oklahoma State Department Vocational *and Technical Education,. 
1972. 

B. U.S., Labor Department, Occupatidnal Outlook Handbook. Washington, 
D.C.: Government Printing Office, 1972. 

C. U*S., l-abor Department, Dictionary of Occupational Titles. Washington, 
D.C.: Gov^nment Printing Office, 1965. 

D. ^^The Career Game'* by Chapman and Dwyer. Educational Progress 
Corporation, 85^8 East 41st Street, Tulsa, Oklahoma 74145. Cost: $75.00 

(NOTE: See your guidance counselor-A copy may be available in your 
school.) 

"The Career Game" is designed for group or individual situations. (There 
is no limit on the number of players.) It is planned to motivate extensive 
exploration of career information and opportunities by those who use it 
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FINDING THE RIGHT JOB 
UNIT I 



INFORMATION SHEET 



Terms and definitions 

A* Classified ads-Ads grouped together under appropriate headings, generally 
toward the back part of a newspaper » 

B. Blind ads-Advertisements placed in the Help Wanted section of the 
Classified ads that do not identify the company placing the ad 

* C. Help Wanted ads-Advertisements placed iru the classified section of the 
newspaper requesting applicants for job offerings 

D. Employment Wanted ads-Ads placed id the newspaper by individuals who 
are seeking employment 

E. Fee agencies-Commercial employment agencies which charge a commission 
or set price for their services 

II. Sources for finding jobs 

A* D E ' teacher-coordinator 

B. Family and friends 

C. High school agencies, counselors, principal, and others 

D. Newspapers-Classified ads 



1, 



Blind ads 



Example: 



SALESMEN 

GET iH OH THC rASTfifT 
MONEY MAKEH COMING 
DOWN THE PIKE* 

THIS pon .Ptos^oNty^ 

ifs vou CAN*T CLOICi 
DON^T WASTE OUR TtME* 

tp VOU CAN, Ncnrs 

WHAT VOU aRT, 

HfiSTKEFERAUCACKAOE, 

VACUUM. SIDING. lOOK' 
MEN WELCOME. , 

ASK fOn MACK 

sssssssssssssstttttmtm 



o 
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2. Help Wanted ads 
Example: 



EMPLOYMENT 



41 



Oiv rtstiurant , ImIp h mliiJrtT 
maniHf wanttd inu/ranct^ ■rvft^ 
iKAHn«. Mid vacattoft. Call J»)H) at 



TANK PAINTERS 

Mult ,b# ayptrttiKtd ^andbl^ifffft 
arxt ipray oaHnttrt. Too WMtt In Ar<- 
kanui. Sf aft sravtau^, •moltytrs 
WHtt £ 505 C»(lah»maD and 



NIGHT MANAGER 



Naad Night Dishwashers 



AUTO MECHANIC 

CM txMrftnca rt^frad* GufrtnfM 
tiwi cemmliiten. OirttMtrd 
w*rk avatiabtt^ AMV In 



EjTMr. man Jn,.<iMn*nf 



Dairy Quatn Braziar 



taiJfco man Viraniw itf mar»ailf>t 



URGE AMERICAN . 
^'HOTOGRA^Hte MAMUMttURCH 
WMf» ambM^oift ydynf Mlasman t« 
caH orii ^N»rHt'*»ftie df«itrs in tKt 
itate 6f OKIahtma. £APtriftnc« dt* 
tn^abla not ntctuary.. c»ma*ny 
cay^ fui'ftlshfd. iXMn»n« Salary Mui 
tofj^miifiM* 4li_cff*>Mfty btftt?!!!. 
HtWfk e 50* OKIahtmifi «nd 
T>! 



WAREHOUSE 



3. Employment Wanted ads 



Example: 



SItMHifts Wi>rtei^Hi<e 45 



Employment agencies 

1. Government 

2* Youth opportunfty centers 

3. Commercial 
Direct Calling 
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How employment agencies operate 

A. Government-Oktahoma State Employment Service 

1; Services offered free to any state resident 

2. Applicants Mnterviewed and counseled by local office 

3. ' Applicants tested to determine interests, abilities, needs for 

training, and/or education ^ ' . ^ 

B. ' Youth opportunity centers . 

1. Provide same services as st^te employment service assisting youth 
only 

2, Geared to specific interests of youths, helps- students combine 
work and study schedules 

C. Commercial 

1. Chargje a fee f6r services - 

2. Charge a fee only jf placed through them - 

3. Fee usually must be paid in two or three large installments 

4. May have agreement with some employers whereby employer pays 

' fee ,„ , 

■ • ' " . " ' 

Things to remember when taking employment tests 

A. Keep calm ' ^ ^ 

B. ^ Follow directions carefully , / 

C. Go through test in order ' ' . \ ' 

D. Mark answers carefully 

E. Write clearly, ' . - ^ 
Subject areas which might be covered on employment tests 

A. Vocabulary - * . 

B. Grammar 

C. Mathematics " , . , 



INFORMATION SHEET 

D. Spelling 

E. Reading comprehension 
Reasoning * . ^ 

G. Skills " . 

H. Psychological items * 

I. Proofreading 

J. . Filing ^ , 

VL How to find the right job 

A. Examine interests * ^ 

B. Determine goals for the future 

C. Analyze personal qualities* 

D. Know job skills _ ' " 

E. Analyze the jobs available to find the specific skills and rate$ of accuracy 
required * 

c 

F. Take employment tc^^ts to evaluate specific job skills 

G. Match skills to those required for specific jobs 



• 

220. 



r 



DE I 



FINDING THE RIGHT JOB 
UNIT I 

. ASSIGNMENT SHEET #1-KN0WING THREE TYPES OF 

CLASSIFIED ADS 



Using a newspaper, collect the three types of classified ads: Blind, Help Wanted, and 
Employment Wanted ads. Bring the ads to class and be prepared to show your examples 
in class. 



) 



221 



•-J FINDING THE* RIGHT JOB 
UNIT I 



ASSIGNMENT SHEET #2-SAMPLE ^MPLOVmENT TEST 



"The following employment test has fifty-five questions. Answer eabh question as caKefuJIy 
and completely as possible. Be sure to follow the specific directions for each section. 

• r * ' ♦ * 

Directions: Each question below gives^several suggested spellings for a word. Decide which 
spelling is correct and circle the letter preceding that word. ^ • 



1. 


a. 


Propposal c 




b. 


Propossal 




c. ' 


Proposal 




df 


Propossal 






None of these 


2. 




Bookeeping 




b. 


^Bookepping 




c. 


Bookkeping 




d/ 


Bookkeeping 




e. 


None of these 


3: 


a. 


Iteniary 




b. 


Itinerary 




c. 


Itenerary 




d. 


Itehirary 




e. 


None of these 


4. 


a. 


Confjerance 




b. 


Conference 




c. 


Confference 




d. 


Coriferience 




e. 


None of thes6 



ASSIGNMENT-SHEET #2 , 

5. ' a. Transferrable 

b. Transferable 

c. Transfferable 
' ' d. Transferible 

e. None of these 

Directions: ^n the following sentences, circle the word which make$ the sentence correct 

6. You should (of, have) participated in the promotion. 

7. • John formerly served on the city (counsel, council). 

, 8. He is (confidant, confident) that you will enjoy the play. 
9. I would (advice, advise) her to stay in London another week. 

10. The documentary contained more than (thirty, 30) pages of directions. 
Directions: Punctuate correctly the following sentences: * 

11. ^ The reference book Charm and Poise for Getting Ahead is now available at 

Martins Book Store 

12. Examinations will be given for a number of different positions for example typist 
and general clerk secretary office manager and bookkeeper 

13. The meeting is now' scheduled for December 12 1972 
14- Our district manager Mr Carther will cSII on you 

45« He said I appreciate the trouble you have gone through to get me elected 
gentlemen but you cant tell me how to vote in this election 

Directions: Solve each of the following problems and circle the letter preceding the correct 
answer. 

16. Which numbeP in the following group of numbers represents the smallest amount? 

a. 3 

b. 1 ' _ * 

c. :95 

d. 732 
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e. .05 ' 
17. Subtract: 150.07 - 2.3 = 

a. 147.77 ^ 

b. 148.04 i" * . 

c. 149.84 , * 

. d. 157.77" . ' * 

e. Non6 of these 
Fincl: 6% of $379.20= V , 

a. \$2i.74 

b. $22.75 . • " ' " * 
C. $227.42 * 

d. ^ $227.52 • ' . 

> » ■ ■ ■■ 

e. None of these " . 

19. What number is missing from the series? 

67 59 51 43 27 ■ ' 

a. 38 

b. 37 , ■ 

c. 34 

d. 35. 

e. None of th#$e 

20. Five pounds of paper s6lls for $2.00; how many pounds can you buy for 804? 

a. 3 ' 

b. 1. 1/2 

c. .95 '. ' 

d. 4 

e. None of these 
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* ^ 

Directrons: Write the follovying amounts in words. 



21. 


.$273.75 

^ — 


22. 


6l' 1/3 


-23. 


90 10/16 


24. 


100% 


25. 


$6,372.15 



Directions: Belovy are ten pairs of names and numbers. If the two sets are exactly the 
same, circle the "S'V if they are different, circle the '*D". 



Example: A. A. Glensen 


A* H. Glensen 


S 


D 




\ Martin Matthews 


Marl in Matthews 


S 


D 




Newton Domestics 


Newton Comestics 


S 


D 


26. 


Ourney Bascombe 


Garney Bascombe 


S 


D 


27. 


" Robert's florals 


Roberta's Florals^ 


s 


D 


28? 


M. N. Wojciechow^j! 


M. N. Wojciechowski 


S 


D 


29, 


Paul J. Siegelman 


Paul J. .Siegelman 


S 


D 


30. ^ 


Williams, Owens, & Scott 


Williams, Owens §i Scbtt 

* - 


S 


D 


31. 


Ltebster ^ Liebsten 


Liebsten & Liebsten 


S 


D 


32. 


Groves & Oppenhiemer 


Groves & Oppenheimer 


S 


D 


33. 


A376-5972147 


A367-59772147 


S 


D 


34. 


AV-372249576 


AV-3724295676 


S 


D 


35. 


P. F, DeSimone 


F. P. DeSimone , 


S 


D 



Directions: Proofread the paragraphs below and punctuate. Circle spelling errors, and make 
any other additional corrections as necessary, such as deletfng words, underscoring, etc*/ 
to create grammatically correct paragraphs. ' 

36 * 50. In planning your new offljce you have probably accumulated a great deal 
of up to date information onrthe subject of ciirpeting. However there is 
something which you may not have considered in detail • the use of 
decorative tiles as an attractive flooring throughout your office 
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This IS a question which should be considered seriously. When a young 
- architect decides to build a dream office the idea that tiling can be used 
/to compliment the floor plan appears out of the question. Unless you are 
I * well acquainted with the newest patters in decorative tiles however, you 

have no idea of the unusual affect that some of these patterns may have 
in office styling 

Directions: In each of the following prot^lems, select the names that would be first if 
the names were arranged in alphabetical order. Circle the letter preceding that name. 



'51. a, Victor Gongala 

b. Anita Dubcheick 

c. Martha Carter 

d. ^ Carol Eisler 

e. ^ Carl Schwartz, 

52. a. Top Quality Motel 

b. The 201 Cleaners 

c. T. "A. Tremont. 

d. Wilkins Market 

e. The Victory Corp. 

53. a,. S. James Santas 

b. San Francisco Tools, Inc. 

c. S. A. Sampler 

d. Sands Aircraft Co. 

f San Diego Suppliers 

54* a. Elizabeth Barnes 

b. Allen E. Bates 

c. Anna Benson 
d» AA Products 

e« Andrew Jamisen 



55. 



a. * P. C. Payton j[ 

b. The Kline Corp. . 

c. T. Q. Products, fnc. 

d. Lawson's Hotel 

e. Alice Payne 
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FINDING THE mCHT JOB 

UNIT I 

ASSIGNMENT SHEET #3--FINDING THE RIGHT 
JOB FOR YOURSELF 

Directions: Use section VI of the jnformatlon* sheets as a guide In answering the questions 
below. 

!• What are your interests? List beiow your favorite school subjects, the types of 
work you like to do, and the types of activities in which you like to participate. 
Include also those things you particularly dislike. 

Likes ' Dislikes 



2^ What distributive occupation^ do you hope to have in five or ten years? 



3. Where do you hope to be in five or ten years? In a small town? A large city? 
, Working for a governnrwntal agency? 



4. List three to six types of skills, training, and/or experiences needed to reach 
your occupational goal (Specify occupational goaL) 

a, _ 

b. _ ; 

c. 

e. 
f. 
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Analyze your personal qualities. List your good qualities and poor qualities 
below. 

Good Qualities ' Poor Qualities 



List your 'basic Job skills. Are you a good listener? Talker? Reader? Are you 
gdod at spelling? Mathematics? Punctuation? List your strong «nd weak points 
below. 

(NOTE: Review the result* of Assignment Sheet #2 for an estimate of this.) 
Strong Points • Weak Points 



List your specific job skills. Include your rate of accuracy for each skllL Alto, 
list each specific office machine you can -operate. 



Name two distributive jobs for which you* are considering applying, 
a. 



b. 
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9. List the job skills and training needed for these jobs. Consult the Occupational 
' Outlook Handbook, and Dictionary of Occupational Titles, and/or VIEW 
occupational cards for this information. 



Job "A" 



Job "B 



II nil 



10. Compare those skills required for the jobs mentioned above to your job skills. 
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UNIT I 



ANSWERS TO ASSIGNMENT SHEET #2 

' 1. c . • 

! 
\ 

2. d 

3. b 

4, b . 

5, b 

.6. have ^ \ . 

7. council " ' ... 

8. confident 

9. advise 
10, - thirty 

HI, Th& reference book. Charm and Poise for Getting Ah^ad . is now available at 
Martin's Book Store, 

1Z Examinations will be given for a number of different positions; for example, 
typist and general clerk, secretary, office manager, ^nd bookkeeper. 

$> 

13. The meeting is now scheduled for December 12, 1972. 

14. Our district manager, Mr, Carther, ^will call on you* 

15. He said, "I appreciate the trouble you have gone through to get jne elected, 
gentlemen, but you .can't tell n>e how to vote in this election." 

is 

16. e 

17. a - 

ia b . . 

'19. d # ^ ' ■ 

♦ 

20. c . » 

* 

21. Two hundred seventy-three -dollars and seventy-five cents 
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22. Sixty-one andDne-thlrd 

23. Ninety and ten-sixteenths 
^ 24. One hundred percent or 100 percent 

25. Six thousand three hundred seventy-two dollars and fifteen cents 

ae. . D 

27. D 

28. a 

29. S 

30. S 

31. D 

32. D . 

33. D 

34. D 

35. D . 
36 ^ 50. 

In planning your new office, you have probably accumulated a great deal of 
up to date information on the subject of carpeting. However, there is something 
* which you may not have considered in detail • the use iOf decorative tiles as 
attractive flooring throughout your office. 

This is a question which should be considered seriously. When a young architect 
decides to build a dream office, thejdea that tiling can be used to compliment 
the floor plan appears out of the question. Unless you are well acquainted with 
the .newest patterns in decorative tiles, however, you have^no idea of the unusual 
affect that some of these patterns roay have in office styling. 

51. c 

52. b * ^ ^ 

53. a 

54. *d 
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TEST 



Match terms associated with finding a job to the correct definition* 

^a. Classified ads ♦ !♦ 

_ _ b. Blind ads 

2. 



Ads placed in the. * * 
newspaper by individuals 
who are seeking employment 



c. Help Wanted ads . 
_^d. Employment Wanted ads 



e. Fee agencies 



Ads grouped together 
under appropriate headings, 
generally toward the ^ 
back part of a newspaper 



3. Commercial employment 
agencies which 
charge a commission or^ 
set price for their 
services 

'4* Ads placed in the Help 
Wanted section of the 
Classifjed ads that do not 
identify the company placing 
the ad ^ 

5. Ads placed in the 
' ^ classified section of the 
newspaper requesting , 
applicants for Job offerings 



Place an "X" in front of those sources for finding a job* 

a. Family and friends 

b. High school agencies, cotinselors, principal, and others 
^ c« Classified ads 



^d. Employment agencies 
e* DE teacher coordinator 



Match the correct employment agencies to their characteristic- 

X for Government 

■»-■'.■ 
O for eommercial . ' 

' p ' ■. ' ■ ■ \ \ ^ . ' _ , ■ 

P for Youth opportunity centers 

' a . Charge a fee for services 

^ b . Geared to specific interests of youths; helps students combine work 
and study schedules ' 



# 



- , c. Charge a fee, only if placed through them 

d; Provide same services as state ertiployment service assisting youth only 

e. Services offered free to^ ariy state resident . 

__f. May have agreement with some employers whereby employeK^-jj^ys fee 

g > Applicants interviewed and counseled by local office 

h. Applicants tested to determine interests, abilities, needs for training, 
and/or education 

Fee usually must be paid in two or three large installmeiits 



List the five things to remember when taking employment tests, 

a.- \ - ' ' ■ ■ ' ' * , ■ ^ " ^ ■ 

.b- - . \ ^ / * 

c. V 

d. ^ 

e. ■ \ . 



Place an "X" in front of each of the following which are subject area? which 
might be covered ort employment tests* , 



^a. Spelling 



b. Mathematics 



c/ Vocabulary 



d* Protocol 



e. Grammar 
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7. 

a. 



J. Reading comprehension 
^g. ^Fleasoning 
_h. Skills 

i. Psychological items 



J. Dating 

_k. Proofreading 

J. Filing 



List five of the seven ways to find the right job. 
a. 

b. ' ' 

c. - . , ^ 
d. 

e. ' - 

Indicate knowledge of the three types of .classified ads by completing the 
appropriate assignment sheet. 

Demonstrate the ability to:,. ^ * 

a. Complete the sample employment test/ 

b. Complete the assignment sheet-Finding the Right Job for Yourself. 

(NOTE: If this has not beep accomplished prior to the test, ask the in- 
structor when the above activities should be completed.) 
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FINDING THE RIGHT JOB 
UNIT I 

ANSWERS TO- TEST 



a. 


2 


b. 


4 


c. 


5 


a. 


1 


e. 


3 


* 




a 




b 




c 




d 




e 




% 




a. 


\J 


b. 


p 


c. 


0 


d. 


p 


e. 


X 


\. 


0 


g- 


X 


h. 


X 


i. 


0 



4. a. Keep calm 

b. Follow directions carefully 

c* Go through test in order 

d. Mark answers carefully 

e. Write clearly * 



235 



28-Q 



5. a 
b 

e 
f 

• g' 

h 



I 

6. Any five of the following are correct. 

a. Examine intere^sts 

b. Determine^ goalf for the future 

' . * ... • > 

c. Analyze personal qualities 

d Know job skills 

e* Analyze the jobs available to find the specific skills and rates^of accuracy 
required 

f* Take employment tests to evaluate specific job skills 
g. Match skills to those required for specific jobs 

7. Performance ^kil(s will be evaluated to the satisfaction of the 
teacher-coordinator 

■ ♦ ■ 

8. Performance skills will \?e evaluated to the satisfaction of the DE 
teacher-coordinator. 
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PERSONAL DATA SHEET 
UNIT II • 

■ . _ u , 

TERMINAL OBJECTIVE 

After completion of this unit, the student should be able to prepare a personal data sheet. 
This knowledge will be evidenced by demonstration and by scoring eighty-five percent 
on the unit test. 



SPECIFIC OBJECTrVES 

After completion of this unit, the student should be able to: 

1. . Define personal data sheet. 

2. List five reasons for preparing a personal data sheet. 

3. Place in order steps^lri-prejMrilfTO perMn data sheet. 

4. List six standards that a personal data sheet should meet. ^ 

5. Prepare a personal data sheet. 
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PERSONAL DATA SHEET 
UNIT II 



SUGGESTED ACTIVITIES 



I. DE Teacher-Coordinator: * . 

A, ^Provide students with objective sheet, 

B. Provide students with information and assignment sheets. 
^ C. Piscuss terminal and specific objectives. 

D. Discuss information and assignment sheets. 

,„ * ' , « ♦ . ■ *■ 

E. Give test. 

*■* 

(NOTE: Consult audio visual supplement for suggested film.) 

« * 

II. Student: 

A« Read objective sheet. 

B. Study information sheet. 

C. Complete assignment sheet. 

D. Take test, 

INSTRUCTIONAL MATERIALS 

I. Included in this unit: 

A. Objective sheet * 

B. Information sheet 

C. Assignment Sheet #1 -Preparing a Personal Data Sheet 

D. Test 

E* Answers to test 

. . * 

II. Reference-Blackledge, Walter; Blackledge, Ethel; and Keily, Helen, You and Your 
Jotf. Cincinnati, Ohio: South-Westem Publishing Company^ 1967. 
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PERSONAL DATA SHEE% 
, UNIT II 

INFORMATION SHEET 

Definition of personal data sheet-A written statement of all the facts about 
an applicant that might be Of any possible interest to an employer 

Reasons for preparing personal data sheet 

A. Written in logical concise form , 

B. Contains all the essential facts ^ 

C. Decides Whether applicant has the qualifications needed for a particular 
position 

D. Answers questions employer may ask 

E. Aids in filling out an application ^ ^ 
Steps in preparing a personal data siteet 

A. Write personal information first 



1. 


Name 


2. 


Address 


3. 


Telephone 


4. 


Education 


5. 


Age 


6. 


Weight 


7. 


Height 


8. 


Health 


9. 


Marital status 



B. Show subjects studied which will help employer 

C. List student activities 

D. Show special skills or training 
E* Show business experience 

F. Give at least three references 

1. Present or former teacher 
* 2. Former employer 

3. Minister 

4. An acquaintance 

* 
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Excellent 
single 



INFORMATION SHEET 

G. Example of a complete personal data sheet 
Name: John Doe 

Address: 1924 Glenwood Dr. * Photo Here 

Blackwell, Oklahoma 74631 

Telephone: 377-7808 

Education: Junior at Blac^well \ 
High School rn^^wirtg in 
business 

Age: 17 Health: 

'VVeiflht: 175 Marital status: 

Height: 6 ft. 1 in. 
Subjects studied:^ 

Typing-Two semesters 

Buiiiness law-Two semesters 

Consumer economics--One semester ' 

Retail merchandising-One semester * ^ 

Business English-Two semesters 

Distributive Education l-Two semesters 
Student Activities: 

President sophomore cl^ss 
Reporter-DECA 

Chairman, Young People's Church Fund 
football, basketball, track 

Special Skills: 

Type fifty words per minute; trained in the operation of cash register 
and addiqg machine 

Business Experience: 

Carry out for Fay's Grocery during summer months 

Sales person for Hunt's (department Store during Christmas 

References: 

Mr. Ocie Anderson, Principal BlackweH High School, Blackwell, 
Oklahoma 

Mr* Joe Amos, DE Teacher Coordinator, Blackwell High School, 
Blackwell, Oklahoma 

Mr. Kenneth Bradley, Manager, Hupt's Department Store, Blackwell, 
Oklahoma 



Date Xlbmpiled^ 
Signature 
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INFORMATION SHEET 
tV. Standards that a personal data sheet should meet 



A. Well organized 

V 

B. .Neatly typed 

C. Error free 

D. In outline form 

E. Limited to one page. If possible 

F. Honest about qualifications and experience 



■ V 
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PERSONAL DATA SHEET 
UNIT II 



ASSIGNMENT SHEET #1-PREPARING A PERSONAL 
DATA SHEET 



Prepare a personal data sheet using the format and standards given In the informatiorT 
sheet. 
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PERSONAL DATA SHEET 
UNIT II 



TEST 

1. Define personal data sheet. 

2. List five reasons for preparing a personal data sheet, 
b. 



Place in order, using numerals one through six, steps in preparing a personal 
data sheet 

4 

a. List student activities 



_b« Show business experience 



d. Give at least three references 



d. Write personal information first 



B. Show special skills or training 



f. Show subjects studied which will help employer 



4 List six standards that a personal data sheet should meet, 
a. 
b. 
c. 
d. 
e, 

f. 

"s 

5. By using Assignment Sheet #1, prepare a personal data sheet. 
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PERSONAL DATA SHEET 
UNIT II 



ANSWERS TO TEST 

1. a. A written statement of all the fact$ about applicant that might be of 

any possible interest to an employer 

2. a. Written in logical concise form 

•r 

b. Contains all the essential facts « 

c. Decides whether applicant has the qualifications^needed for a particular 
position 

d. Answers questions employer may ask ^ * 
e; Aids In filling out an application 

3. a. 3 ' ' ' 

b. 5 

c. 6 

e. 4 

f. 2 

i 

Well orgainzed 
b. Neatly typed 
c» Error free 

d. In outline form 

e. Limited to one page, if possible 

f. Honest about qualifications and experiences 

5. , Evaluated to the satisfaction of the DE teacher-coordinator. * 
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APPLICATION FORM 
UNIT III 



TERMINAL OBJECTIVE 



After completion of this unit, the student should ba able to complete an application form. 
This knowledge will be evidenced by demonstration and by scoring ei^ty-f ive percent 
on the unit test. 



' ^ SPECIFIC OBJECTIVES 

After/comptetion of this unit, the student should be dble to: 

!• Define application form. 

2. List three of five reasons an application form should have sales appeal. 

3. List three points to help give an application form sales appeal. 

4. Select from a list nine rules to follow when compfeting an application form. 
5« Complete an application form. 
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APPLICATION FORM 
UNIT III 

♦ 

SUGGESTED ACITVITIES 

1. DE Teacher-Coordinator: * , * 

A, Provide students with objective sheet, 

B. Provide students with information and assignment sheets, * 
^ Q. Dlscu» terminal and specific objectives. 

D, Discuss information and assignment sheets, 
* E. Give test. 

(NOTE: Consult audio visual supplement for suggested film,) 
II. Student: * 
^ A. Read objective sheet 

B. Study infbrmation sheet 

C. Complete assignment sheet. 

D. Take test. ^ ^ * 

INSTRUCTIONAL MATERIALS 

I. Included in this unit: ' 4 

A* Objective sheet 

B. Information sheet • 

C. Assignment Sheet #1-Completing Application Form 

D. Test 

' E. Answers to test 

II. References: ^ 

• A. Blackledge, Walter, Bl»ckledge« Ethel, and Kelly, Helen. You and Your Job, 
Cincinnati, Ohio: South-Wettern Publishing Company, 1967. 

B. Activities and Awards Program of Youth 'Activitios for Oklahoma D.E 
Students. Revised 197?. - 
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APPLICATION FOm 
^ , UNIT 111 Y 

INFORMAflON SHEET 

Definition of applicatibn form-A form to be filled out with important 
information when applying for employment * 

Reasons an applicatibn form should have sales appeal 

A. Competition with other appliqants * 

B. Promote outstanding qualities * * 
C* Obtain job rnore quickly ^ 

D. Receive a better salary /O 

E* Rapid comparison by employer 

Points to help give an application form sales appeal ' 

A. Always keep it neat 

B. Be accuratie ' ^ 

C. Complete the application form by filling in every blank 
Rutes to follow when completing an application form 

A. Look over entire application form before beginning 

B. iFolbw instructions carefully and exactly^ 
0. Write neatly and legibly 

D. List all experience ' 

E. List all training 

F. Fill in all blanks 

1. Question is not self-related -Write "not applicable" 

2. No answers- Write "none" 

3. Asked expected salary-Write "open" if not sure what is 
appropriate 
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Use personal data sheet 

Upon Qompletion check form, for completeness, accuracy, and correct 
spelling ^ 

Remember, try to sell oneself by the information given on the application 
form 
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APPLICATION FORM 
UNIT III 



ASSIGNMENT SHEET #1 --COMPLETING APPLICATION FORI^ 

Complete this application form. Your personal data sheet will be helpful. 
Do not print APPLICATION FOR EMPLOYMENT 



Date. 



Name 



Position applied for 
.Height - W eigiht . 



, Age 



Address 



(Street or RFD) 



(City) 



(State) 



.Telephone No. 



Previous address. 
Birthdate 



Social 

^Security No. 



(Month) 



(Day) 



(Year) 



, Birthplace . 



(City) 



(State) 



CHECK ALL THAT APPLY: 



. Female 
.Male 
.Single 
.Married 
. Widowed 
. Divorced 
. Separated 



«,Own home 

.Rent 

.Board 

.Live (Parents) 
.With (Relatives) 
,Purc|iasing home 



Number and age of dependents: 
Relationship of dependents: 
Business pr occupations of father: 



(or Husband). 



Interested in: Temporary work. 
Salary expected 



.Fulltime . 



^ ParMime , 



.Saturday only. 



Are yog responsible for your entire support?. 

their support: Number A^^k ^ 

Nature of any physical defects, .__ 

Recent illnesses . . 



.Others v^^ho are dependent on you for. 



Date of last physical examination. 



EDUCATION 


Circle grade 
completed 


Name of 
School 


Location 


Major 
Subject 


Year 
Graduated 


Elementary 


1 
5 


6 


3 
7 


4 

8 










High 


1 


V, 


h 


4 










Business or 
Vocational 


1 


2 


3 


4 










College or 
University 


1 


2 
6 


3 


4 










Night or 
Correspondence 


1 


2 


3 


4 








• 



GIVe*^etai1s of any other educational training 
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What are your hobbies?^ 



In case of Mlness or emergency, notify: Name^ 



Address, 



Relationship. 



Why do you feel qualified for the position for which you are applying? 



.Telephone , 



PREVIOUS EMPLOYMENT 
(Last employment first) 



From 



Year 



To 



Month Month 



Year 



Narpe & address of employer 



Department- position 
duties - salary 



Reason for 
Leaving 



Month Month 



I Year Year 



m>nth Month 



Year Year 



Month Month 



Year , ,^Year 



Nalne 



1. 



3. 



PERSONAL,; BEFERENCES 
(Do not give names of relatives or former employers) 



Address 



Occupation 



lnterviev\/ed by: 



Other remarks: 



Do Not Write In Space Beldw 



Personality. 
Attitude^ 



Ambition and initiative. 



Calmness 

PHV$i\:al qualities. 
Intelligence 
Leadership 



Appearance and grooming^ 
Work best suited for ._ 
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APPLICATION "FOHM 
UNIT III 



' TEST „ 

1. 'Define application form. 

2. List three of five reasons an application form should have sales appeal, 
a. 



List three points to help give an application form sales appeal. * 
a. 

, b. • * 

c. *. ^ V ^ • 

Circle the letter Jn front of edch of the rules to follow when completing an 
application form. 

*** 

♦a. Fill out as fast as possible— — — 



b. Remember/ try to' sell oneiself by the information given on the application 
form ^ 

c. Use personal data sheet 

d. Upon completion check form for completeness, accuracy, and correct 
spelling 

e. List all training 

f. fill in all blanks ^ ^ 

g. ^ist all expferience 

h. follow instructions carefully and exactly 
L Write neatly- and legibly 

j. . Look over entire application form before beginning 
Using Assignment Sheet #1, complete ah application form. 
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APPLICATION FORM 
UNIT III 



• . AISJSWER TO TEST 

li A form to be filled out with important Infofmatioh when applying for 
efmployment ^ * 

2. Any three of the following: 

a. Competition with other applicants 
- b. Prompte outstanding qualities 

c. Obtain job more quickly 

d. Receive a better salary 

e. Rapid comparison by employee 

3. a/ Always keep it neat ' 

b. Be accurate « 

•4 

c. Complete the application form by filling in every blank 

4. b 

c • : 

d 

e 

■f . ' ■■ 

9 s 

. h 

J 

5. Evaluated to the satisfaction of DE teacher-coordinator. 
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JOB INTERVIEW 
UNIT IV 



TERMINAL OBJECTIVE 



After Completion of this unit, the student should be able to select from a list examples 
of proper dress and grooming and be able to demonstrate proper conduct during the job 
interview. Knowledge of this information will be evidenced by demonstration and by a 
score of eighty-five percent on the unit test. ^ - ■ 

SPECIFIC OBJECTIVES 

After completion of this unit, the student Should be able tor 
1. Name five ways to prepare for the interview. 
^ 2. Select from a list efgtit ways to make a good first impression at the interview. 

3. Select from a list the examples of proper dress and groonrung for the 
interview. 

■* 

4. Identify examples of proper conduct during the job interview* 

5. Select from a list the attitudes an- employer [ooks for during the job 
interview. 

6. Demonstrate the followiag: 

a. l^nswer questions the employer might ask. 



b. Evaluate His conduct during the job interview using the check sheet 
provided in this unit. ' ^ 

c. Write a follow-up letter. 
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JOB INTERVIEW 

UNIT IV ' 

SUGGESTED ACTIVITIES , 

* ■ 

I. DE Teacher-Coordinator: 

A. Provide students with objective sheet. j 

B. Provide students with information and assignment sheets. 

C. Discuiss ternriinal and specific objectives. 

D* Discuss information and assignment sheets. 

E. Have students role play job interview. 

F. Have a ^uest speaker fron the community speak on the qualities and 
qualifications he looks for in a prospective employee. 

G. Give test. 

(NOTE: Consult audio visual s>r^plement for suggested films.) 
II. Student: 

A. Read objectives sheet. 

B. Study information ^eet. 

C. Complete assignment sheets. 

D. Take test. ^ 

INSTRUCTIONAL MATERIALS 

I. Included in this unit: 

A. Objective sheet 

B. Information sheet 

C. AssignmenH^heets 

1* Assignment sheet #1--Answering Questions the Employer May 
Ask 

2. Assignment ^heet #2-Evaluating the Job Interview 

^. Assignment Sheet #3"Writing a Follow up Letter 
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D. Test 

E. Answers to test 

IL References: • 

A. Keily-Walters. How to Find-and Apply for m Job. Second Edition/Oallas, 
Texas; Southwestern Publishing Company, 1968. 

B. Blackledge*Blackledge-Keily. , You and Your 'Job. ^ Daflas, Texas: 
—Southwestern Publishing Company, 1967. 

C. Oklahom|i Copperative^ Vocational Education Course of Study, Stillwater, 
Oklahoma: State Department of Vocational and Technical Education, 
Curriculum and Instructional Materials Center, 1972. 
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JOB irftERVIEW 
UNIT IV 



INFORMATION SHEET 



DE I • 59 G 



1. Ways to prepare for the interview 
* A. Call or write for appointment " 
^ B. Learn about the company 

C. Find out name of interviewer 

D. Know the kind of job for which one is japplying 

E. Review personal qualifications 

(NOTE: Use your personal data sheet.) : ^ 
llv Making a good first impression v 
Am Go alone for the interview 
B. Be on time 
^ C* Be careful of one's appearance 

D. Stand erect 

E. Look pleasant 

F. Introduce oneself in a quiets easy way 

/ 

Sit erect and avoid signs of nervousness 
H* Be ready to take an employment test 
III. Proper dress and grooming for the interview 

A. Body clean, odor free^ ^nd freshly shaven 

B. Hair neat^ clean^ and trimmed 

C. Hands and nails clean and in good condition 
D* Make*up fresh and natural looking 

E. Teeth brushed; mouthwash used 
f^ Clothing cleaned and pressed 

25o 



o 

ERIC 



INFORMATION SHEET 

Clothing conservative 

H. ' Hosiery clean and free from runs 

I. Socks clean and coordinated v^ith suit 
J. Shoes cfe^n and polished 

Proper conduct; during the intervfew 
^A. Greet rnteni[iewer with warm smile 

B. Call intervieyver by name 
(NOTE: Mr., Miss, Mrs., or Ms.) 

'(,* . St 

C. Introduce oneself 

D. Shake* interviewer's hand firmly 

E. Be seated only after the interviewer's request 

F. Sit and stand erect 

G. Let employer take the lead in conversation 

H. Answer questions completely 

I. Be polite and courteous 

J. Make an extra effort to express oneself clearly 

♦ 

K. Be sincere and enthusiastic 

L Avoid irritating or distracting habits 

1. Smoking, chewing gum^ eating candy 

2. Giggling or squirming in chair 
M. Do not try to flatter the Intervlev^r 

Nv Tell the truth about oneself and job experiences 
0. Be positive 

P, Watch for a sign the interview is over 
Q. Thank interviewer fox his time 
R. Leave promptly 
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Attitudes employer looks for during the interview 

A. Enthusiasm and interest 

B. Dedication and dependability 

C. Alertness and quickness ot mind 
D; ^ Honesty and mtegrity 

E. Desire to work 

F. Desire to help others 

G. Desire to improve oneself 
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JOB INTERVIEW 
UNIT IV 



ASSIGNMENT SHEET #1-ANSWERIN& QUESTIONS THE 
EMPLOYER MAY ASK ' * . 



Directions: Remember that once you are in the job interview, it is your job to "sell 
yourself" to the employer. You must be prepared to answer any questions that he may 
ask In a manner that would leave a favorable impression. Think about each of the following 
questions. Then write possible answers to each question remembering the direct, positive, 
and enthusiastic approach is the best 

♦ 

1. Why do you want to work? 



Have you had any experience in this type of work? 



Are you preseatly employed? 




4. What hours could you work? 
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JOB INTERVIEW 
6.. • Would you 6e aVtilable on a permanent basis in June? 



6. Have you participated in any sports? 



7; Why do you tliink you miglit like to work for us? 



8. How could you contribute to our organization? 



What personal characteristics would you say are newstary for success in this 
field? 
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ASSIGNMENT SHEET #1' 

i 

Do you have any financial obligations? ' 



Are you living with your parents? 



Do you have a steady girl-boy? 



X 



Have you ever had any difflcolty vwth the police other than a parking violation? 



Would you be able to work all day Saturday and Sunday? 
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'ASSIGNMENT SHEET #1 

* 

How are you^doirig 40 school: attendance record? Grades? 




What do you think we should pay you? 



What do you hope to be doing five or ten years from now? 



When can ybu start tq work? 

•4 1. 

Do you have transportation? 
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JOB INTERVIEW 
UNIT IV 

. ASSIGNMENT SHEET #2--EVALUATING THE JOB INTERVIEW 

Do you handle yourself properly during a. job interview? Rate yourself using the check 
list below. Then have someone also rate you and compare the two ratings. This should 
help you to identify those areas in which you are strong and those in which you need 
improvement. 

Yes No Not 
Sure 

How you looked: ^ 

1. Clothing clean and well- 
pressed? ' , 



2. Clothinig conservative in 
style and color and 
appropriate for applying 
•for a job? 



3. Body clean and free from 
odor? 



4. Hair trimmed, clean, combed? 



5« ^ Shoes clean and polished? 

How you acted: 

6. Greeted interviewer with a 
smile and called him/her by 
name? -^^Ir,, Miss, l^rs. or Ms.) 



7. Stated your name proudly? 



8. Shook interviewer's hand 
firmly? 



9. Sat only when asked td do so? 



10. Looked interviewer in the eye? 



11. Listened carefully to what 
Interviewer had to say? 



12. Took the time to thi|ik questions 
through before answering? 
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ASSIGNMENT SHEET #2 



13. Emphasized what you could do 
for the firm rather than 
what the firm could do for you? 



14. Spoke well of previous 

eiViployers and associates? ^ 

15. Refrained from arguing with 
the employer? 



16. Showed your desire to work? 

17. Were courteous and tactful? 

18. Were enthusiastic about 
school, work, and life in 
general? 

19. ' Asked questions about the job 

and the company? 

20. Were prepared to tell the 
efnployer how you could be of 

^ benefit to his cdmpany? 

21. Did not chew gum, smoke, or 
ea,t candy? 

22. Stuck to the point and 
answered the questions briefly 
but completely? 

23. Thanked the interviewer for 
his time before leaving? 

24. Left promptly? 

Total Points: 



Give yourself three points for each "good", two points fdr each "fafr", and one point 
for each "poor". Add your points fdr the total score. 

Rating scale: 64 - 72 Superior - 

57 - 63 good - 

50 - 56 fair „ . . 

40 - 49 poor 
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JOB INTERVIEW 
UNIT IV 



ASSIGNMENT SHEET #3"WRITING A FOLLOW-UP LETTER 



Directions: 



1. Write a follow-up letter thanking the employer for the interview. Use any form 
you wish or follow the format of th? sample follow-up letter on the next page. 

2. Make sure your letter hneets the fpllowing standards, 
a.^ Typed perfectly 

* b. Clean, neat, and attractively arranged on the paper 

c. Free from spelling, punctuation, and grammatical errors 

d. Sent within a day or two after the interview 



b. A summary of your qualifications and interest in the position 

c. Your name, address, and phone number (to make it easier for your employer 
to contact you) 

4. ^ Make this last bid for the job a prime example of your excellent work habits. 
Make the letter as clean, neat, and welNworded as you possibly can. 



3. 



a. An expression of appreciation 



Your follow-up letter might include the following poifr 
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ASSIGNMENT SHEET #3 
SAMPLE FOLLOW-UP LETTER 



820 North Monroe 
Stillwater, Oklahoma 74074 
September 1, 1972 



Mr. John Jones u 
Personnel Manager 
John's Department Store 

407 Main Street ^ 
Stillwater, Oklahoma 74074 

Dear Mr. Jones: 

Thank you for interviewing me for the salesman's job In your store. I feel th. working 
for John's Department Store would be enjoyable and that I could do the selling and 
general work which the position requires. I hope to have the opportunity to prove my 
worth. 

The application form you gave me rs enclosed. 

I will be available for work September 5. You may call me at my home after 3:30. The 
number is 377-3307. 

Sincerely yours. 




Miss Judith Jamison 
Enclosure 

r 
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JOB INTERVIEW 
UNIT IV 

TEST 

Name five ways to prepare for the interview, 

a- 
b. 

c. 

^ Place an "X" in front of the following examples of ways to make a good first 
impression at the job interview. 

a. Introduce oneself in a quiets easy way 

^b. Be on time * 

c. Sit erect and avoid signs of nervousness 

„d. If smoking, offer one to the interviewer 

e. Be ready to take an employment test 

« 

_f. Stand 6rect 

9' Make sure to read anything the interviewer writes down 

^ h. Look pleasant 

i. Be careful of one's appearance 

j. Go alone for the interview 

Circle the letter in front of each of the following which are examples of proper 
dress and grooming for the interview. 

a. Strongly scented perfume or cologne 

Teeth brushed; mouthwash used 

c. Shoes cleaned and polished 

d. Hands and nails clean and In good condition 

^' 267 



e. Hair neat, clean, and trimmed' 

f. Clothing conservative 

g. Clothing cleaned and pressed I 

\ 

h. Body clean, odor free, and freshly shaven | 

Place an "X" in front of each of the following which are examples of proper 
conduct during the job interview. 

a. Sit down if interviewer is on the phone when entering room 

^b. Be positive 

c. Try to flatter interviewer 

^d. Leave promptly 

e . Be sincere and enthusiastic 

f. Watch for a sign the interview is oyer 

^g. Be polite arrcl courteous 

Circle the letter of each item below which is an attitude the employer looks 
for during the interview. 

a. Desire to work alone 

b. Alertness and quickness of mind 

c. Dedication and dependability . 

d. Sarcasm and impatience 

e. Desire to improve oneself 

f. Honesty and integrity ^ 

g. Enthusiasm and interest 
Demonstrate the following: 

a. Answer questions the employer might ask* 

b. Evaluate one^s conduct during the job interview using the check sheet 
provided in this unit 

c. Write a follow-up letter. . . 

(NOTE: If this has not been accomplished prior to the test, ask^:he in$tructor 
when the above activities should be completed.) 
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JOB INTERVIEW 
! UNIT IV 

' - ■ -^^ ! 

ANSWERS TO TEST 

i' 
S 

i 

1. a. Call or write for appointment 

b. Learn about the company 

c. Find out name of interviewer 

d. Know the kind' o f job f or which one is applying 

e. Review perso nal qualifications 

2. a 
b 
c 
e 

f • -\ 

h ^ 

i 

J* 

3. b ~ 

c ^ 

d 

e 

— -f 
g 

h 

4. b 

d 

e 
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f 

5. b 
c 
e 



6. Performance skills will be evaluated to the satisfaction of the DE 
teacher-coordinator. 
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SOCIAL SECURITY 
UNIT V 



TERMINAL OBJECTIVE 



After completion of this unit, the student should be abie to discuss the Social Security 
Act and ways the Federal Wage and Hour Law applies to the student. He should be able 
to identify the types of protection he may receive through these laws. This knowledge 
will be evidenced by a score of eighty-five percent on the unit test. 



SPECIFIC OBJECTIVES 



After completion of tliiis unit, the student should be able to: 

^: List three of the four ways the Federal Wage and Hour Law applies to 
the training program, 

2. Discuss the history of the Social Security Act, when it was passed, what 
protection it offers, and its major purpose. 

3. List the divisions of the Social Security Act 

4. Select from a list the benefits which are paid from Social Security funds. 
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SOCIAL SECURITY 
UNIT V 



SUGGESTED ACTIVITIES 



DE Teacher-Coordinator: . 

A. Provide students with objective sheet* 

B. Provide students with information sheet, 

C. Discuss terminal and specific objectives, 

D. Discuss information sheet, 

E. Give test, 

(NOT^; Consult audio visual supplement for suggested films,) 
Student: * ' 

/K. Read objective sheet 

B. Study information sheet, 

C. Take test. 



INSTRUCTJONAL MATERIALS 



Included in this unit: « 

A, Objective sheet ^ 

B. Information sheet 
C* Test 

D. Answers to test 
References: 

A* Wage and Hours Public Contract Division. Regional Directof, 34D 
Mayflower Building, 411 North Akard Street, Dallas, Texas 75201. 

(, 

B. Social Security Administration, U.S. Department of He*alth, Education, and 
Welfare. Your Social Security. SSI-35. Washington, D.C.: U.S. Government 

• Printing Office, 1971. 

C. Social Security Administration, U.S. Department of Health, Education, and 
• Welfare. Your Socfdl Security- Barnings Record. SSI-44. Washington, D.C.: 

Gover:nment Printing Office, 1970. 
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SOCIAL SECURITY 
UNIT V 



INFORMATION SHEET * 
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L Federal Wage and Hour Law 

A. Provides minimum wage^ rate and overtime standafds . _ ' . 

B. Applies to worker engaged m interstate or foreign commerce or the 
production of goo<h for such commerce r j 

C. Students are subject to the law unless exempt by sJikWent- learner certificate 

D. Principle regulations 

1. Age restrictions ^ ^ 

2. Minimum wage and overtime pay 

3. Hours of work ' 

4. Hazardous occupations 

5. Insurance 

6. Minimum wage exemptions 

(NOTE: If student does not have a Social Security Card, see that he gets dne.) 
1. Social Security Act 

A. Passed in 1935 

B. .Provided services and projection 

1. Payments to elderly 

2. Financial compensation to Jobless workers during a fixed period 
of time 

3. Aid to needy, blind, aged, and neglected 

C. Financed 'by a payroll tax on both employer and employee 

D. Responsibility of Internal Revenue Service for the collection of payroll tdxes 

E. Amended in 1938 to include survivors' and dependents* benefits 

F. Made necessary by conditions of modern life aiKl our Increased dependence 
on money for income 
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INFORMATION SHEET 

G. Maior purpose was to provide protection for old age and periods of 
unemployment through social insurance 

Ml. Division of the act 

A. Retirements^ 

B. Survivors 

C. Disability 

D. Health v^^ul.^ 
IV. Benefits paid from Social Sedt^ity funds 

A. Monthly retirement befftefits-Payable in full at age 65, reduced benefits as 
early as age 62 



nafits 



B* Monthly survivors benefits are payable to: 

1. Widow at 6^ 

2. Unmarried cl/tdren under 18 

3. Children 18 

4. Widow at an|^ age if she is caring for child under 18 



>r over if disabled before age 18 ^ 



5* * Widow as Bi ly as age 50 if she has a severe disability 

6« Dependeqi]; parents 62 or over 

7. Dependent widower 62 or over 

8* Extended to students going to college 

C. Monthly disability benefits-^Payable to one before 65 if a severe disability 
has lasted at least 12 months 

D* Medic^re-A two part health insurance program for older people 
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SOCIAL SECURITY 
. UNIT V 



TEST 

List three ways the Federal Wage and Hour Law applies to the training program, 

a. I * 

b. ♦ ' , ^ 

c. ^ ^ . . ' \ ' \ •■ 

Discuss the history of the Social Security Act including when it was passed; 
what protection it offers, and its major purpose. « . * ^ 

' ■ ' ' ^ ...» * ^ * 

List the divisions of. this Social Security Act. ^ 

a. " - 

b. > ^ 

c. - , * ' . , ' ^ 

d. - ,- ■ ■ — • ■ ■ • . ^ 

From the foHowing list, setect by placing an "X" in front of the item those 
benefits which are paid by the Social Security Act. 

a. Retirement * . ^ 



b. Survivors 



_c. Unemployment 



d. Disability 



e. Medicare 
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'SOCIAL SECURITY 
UNIT V 



ANSWERS TO TEST 



Any three of the following: 

a. Provides minimum wage rate and overtime standards 



b. 



Applies to worker engaged in interstate or foreign commerce or the 
production ^ of goods for such commerce 



c. Students are subject to the law unless exempt by student- learner certificate 



d. Principle 


regulations 




Age restrictions 


2) 


Minimum wage ancf overtime pay 


3) 


Hours of work 


4) 


Hazardous occupations 


• 5) 


Insurance ^ 


6) 


Minimum wage exemptions 


Discussion should include: * 


A. Passed in 


1935 


B. Provided services and protection 


1) 


Payments to elderly 



2) Financial compensation to jobless workers during a fixed period 
of time ^ 

3) Aid to needy, blind, aged, and neglected 

X. Financed by a payroll tax on both employer and employee 

D. Responsibility of Internal Revenue Service for the collection of payroll taxe? 

E. Amended in 1938 to include survivors' and dependents' benefits 

F. Made necessary by.conditions of modern life and our increased dependence* 
on money for income 

G. Major purpose was to provide protection for old age and periods 
unemployment through social insurance * " 
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3. 



a. 



Retirement 

0 



b. Survivors 

c. Disability 

d. Health 
^a 

b 
d 
e 




BUDGETING 
UNIT I 

TERMINAL OBJECTIVE ^ 

After completion of this unit, the student should be ableito list his own resources and 
forrfiulate a plan for making a budget based 'on his incorfie, expenses, and goals. This 
knowledge will be evidenced by scoring eFghty-five percent on the unit test. 

SPECIFIC OBJECTIVES 

After completion of this unit, the student should be able to; 

'ii ' ■ ■* . ~ 

1. List four advantages of budgeting. 

, 2. State the three basic steps involved in budgeting. 

3. Name five aspects of good mpniey management. * \ 

4. List" three rules to use: in spending money wisely. ' 
. 5. Construct a budget that fits pne's income. 



BUDGETING 
UNIT I 



SUGGES^D ACTIVITIES 
I. DE Teacher-Coordinator: 



A. Provide students with objective sheet. 

B. Provide students with information and assignment sheets. 

C. Discuss terminal and specific objectives. 

D. Discuss information and assignment sheets. 

E. * Invite guest speaker ta discuss the management of money. 

F. Give test. > • , - 
' ^INOTE: Consult audio visual supplement for suggested films.) 

^11. . Student: 

A. Read objective sheet. ' 
' B. Study information sheet. 

C. Complete assignment sheet. , 

D. Take test. 

, INSTRUCTIONAL MATERIALS 

J. Included in this unit: 

A. Objective sheet 

X — 

B. Information sheet 

■i 

C. Assignment Sheet #1 -Construct a Plan for a Budget 

D. Test 

E. Answers to test 

279 ■ ' \ 
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II. References: 

A. I^imbrell-Vineyard. Succeeding in the Worid of Work. Bloomington, Illinois: 
McKnight and McKnight Publishing Company, 1970. 

B. Price-Musselman-Hall-Weeks, General Business for Everyday Living. Third 
Edition. Dallas, Texas: Gregg Division, McGraw-Hill Book Company, 1966. 

C. Oklahoma Cooperative Vocational Education Course of Study. Stillwater, 
Oklahoma: Oklahoma State Department of Vocational and Technical 
Education, Curriculum and Instructional Materials^ Center, 1972. 
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BUDGETING 
UNIT \ 



INFORMATION SHEET 



/ I. Advantages of budgeting 

A. Helps one live on mon^ earned 

B. Eliminates wasteful habits of spending money \ 

C. Helps achieve long-range plans 

D. Gives valuable experience and develops competency in money management 
11. Basic steps involved in budgeting \ 

A. Estimating income 

B. PJa^ning^^|»tf;^nses for estimating ways income is to be used 

C. x Putting the f^laS^ into action ^ 

III. Good money management 

A. * Live within income ; 

B. Buy wisely 

C. Use things bought properly 

D. Set goals * ^ 

E. Save • * 

IV. Rules to follow to spend money wisely 
A. Make a spending plan 

1. Buy what one needs and wants 

2. Get more for the money 
•B. Think ahead and decide 

1. What is needed now 
a- Food 

b. Medicine 

c. Rent 

d; Clothes ' . 
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INFORMATION SHEET 

2. What is needed later 
^ a. Trip 
i b. Gifts 
c. Furniture 
C. Try again if one plan does not work 

S 
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BUDGETING 
UNIT I 



ASSIGNMENT SHEET #1"C0NSTRUCT A PLAN FOR A BUDGET 



Use the following steps as a guide to plan and budget your income. 
STEP 1: KNOVr YOUR INCOME 

a. Under "income from" write down iA/here you get your money. 

b. Under—amount" write down how much you get from each place. 

c. "Add" all money received and write down after "T^Jtal." 



'Income from 



1st WEEK 



AMOUNT 



Total $ 



2nd WEEK 



Income from 



AMOUNT 



Total $ 



2SB ' / 
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ASSI(3MMENT SHEET #1 
3rd WEEK 

Income from AMOUNT 



Total $ 



4th WEEK 



Income from 



AMOUNT 



STEP 2: KNOW 




Total $ 



EXPENSES 




a. Some exposes, such as food and carfare, come every day and every 
week. 

b. Expenses such as rent, 'gas, and water come only once a month. 

OTE: Be sure to Include rent, food, carfare, clothes, cleaning, car wash, 
fchurch, savings, etc.) 



LIST YOUR EXPENSES 



Everything you must buy and/or pay for this month. 
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ASSIGNMENT SHEET #1 
What it might cost. 



When it must be paid. 



STEP 3: S|T UP YOUR SPENDING PLAN ^ 

a. After "income** write the ^total amount you get each week as you 
figured in Step 1. 

b. Under "expenses" write the items you will pay for 6ach week as In 
Step 2. 

c. Under "amount planned" write the amount you plan to spend for 
each item. ^ 

d* Under "amount spent" write the amount you did spend for each item. 



ASSIGNMENT SHEET # 1 



1st WEEK 



2nd WEEK 



Income you will get $^ 



Expenses 



Amt 
Planned 



Amt. 
Spent 



Income you will get 



Expenses 



Amt. 
Planned 



Amt. 
Spent 



Total 



$ 



$ 



$ 



Total 



$ 



$ - 



$ 



3rd WEEK 



4th WEEK 



Income you will get $ 



Expenses 



Amt.. 
Planned 



$ 



Amt. 
Spent 



Income you will get $ 



Expenses 



Amt. 
Planned 



Amt 



$ 



Total 



$ 



$ 



Total 



$ 



At the end of the first week, did the "amount planned" match the "amount spent"? 
If it did, you are on your way to managing your money. 

Complete the second, third, and fourth weeks*you may have to change your plan. 
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BUDGETING ^ 
UNIT I 



TEST 

List four advantages of budgeting*^ 
a. 
b. 

c. ^ ' ^ 

d. 

State the three basic steps involved in budgeting, 
a* 

c. 

Name five aspects of good money m^nagemerlt.^ 
a. 
b. 
c. 
d. 
e. 

List three rules to use in spending money wisely, 
a. 

c». 

Construct a budget that fits one's income. 

(NOTE; If this has not been accomplished prior to the test, ask the instructor 
when the above activity should be completed.) 
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' BUDGETING 
UNIT I 



ANSWERS TO TEST 

• 

1. a. Helps one live on the money earned 

b. Eliminate* wasiteful habits of spending money 

c. Helps achieve long-range plans 

d. Gives valuable experiences and develops competency in money management 

2. a. Estimating income ^ 

b. Planning expenses for estimating ways income is to be used 

c. Putting the plan into action , 

3. ^. Live within income 

b. Buying wisely 

c. Use things bought properly 

d. Set goals . / 

e. Save * ' ^ 

4. a. Make a spending plan 

b. Think ahead and decide . 

c. Try again if one plan does not work 

5. Evaluated to the satisfaction of DE teacher^coordinator. 
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CREDIT 
UNIT II 



-TE-RMmA4r-08JlG1 



After completing this unit, the student should ^e'^able to decide, for himself when to 
use credit, to determine the cost of credit, and to tell how the Truth-In-Lending Act 
affects him. This knowledge will be evidenced by scoring eighty-five percent on the unit 
test. 



SPECIFIC OBJECTIVES 
After completion of this unit, the student should be able to: 

« 

1. Match credit terms associated with credit to the correct definition. 

2. Write four guidelines for buying on credit, 

3. List and explain the six C's of credit. 

4. Name the two basic ways consumer credit can be classified. 

5. Name six noninstallment sales credit plans. 

6. Calculate the difference in cost of buying on single-payment loan and 
installment loan. 



7. Discuss in writing the Truth-In-Lending Act. 
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CREDIT 
UNIT II 



6 

I 



SUG GESTED ACT I VIT I ES 

I. DE Teacher-Coordinator: 

A. Provide students with objective sheet. ^ 

B. Provide students with information and assignment sheets. 

C. Make transparencies. 

D. Discuss terminal and specific objectives. 

E. Discuss information an^ assignment sheets. 

F. Give test. * , 
II. Student: 

A. Read objective sheet. 

B. Study information sheet. 

C. Complete assignment sheets. 

D. Take test. 

INSTRUCTIONAL MATERIALS 

I. Included in this unit: 

A. Objective sheet 

f 

B. Information sheet ^ 

C. Transparency Master #1-yse CredjTt Wisely 

D. Assignment Sheet #1 --Calculate Interest Rates 

E. Test 

F. Answers to test 

i 
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II. References: 

A. DeBrum-Haines-Malsbary-BCrabbe. General Business Jor Economic 
Understanding. Tenth Edition, Dallas, Texas; South-Western Publishing 
Compa n y, -1 9 7 4^ — — — — - — •- — — — 



B. Price-Mussleman-Hall-Weeks. General Business for Everyday Living. Third 
Edition. Dallas, Texas: McGraw-Hill Book Company, Gregg Division, 1966. 

C. Kimbrell-Vineyard. Succeeding in the World of Work. First Edition. 
Bloomirtgton, Illinois: McKnight and McKnight Publishing Company, 1970. 

D. Warmke, Roman F., Eugene D. Wyllie and Beulah E. Sellers. Consumer 
Decision Making. Cincirinati: South-Western Publishing Company, 1972. 

E. Wilhelms-Heimerl-Jelley. Consumer Economics, Third Edition. Dallas, Texas: 
McGraw-Hill Book Company, Gregg Division. 

F. Warmke-Wyllie-Wilson-Eyster* Consumer Econorhic Problems. Eighth 
Edition. Dallas, Texas: South-Western Publishing Company. 

G. International Consumer Credit Association, 375 Jacksoh Avenue, St. Louis, 
Missouri 63130. 1 

H. List of Materials on Money and Banking for Secondary tSchopI Teachers, 
1970, available from Banking Education Committee, Alfperican Bankers 
Association, 90 Park Avenue, New York, New York, 10016. 
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CREDIT 
UNIT II 



iNFeRMATitlN-SttEET 



L Terms and definitions 

A. Bill-A form generally used to show charges for services 

B. Budget* plan--A type of plan in which a customer makes a purchase and 
pays for it in equal payments over a period of three months 

C. Capacity-The factor in credit that has to do with a customer's ability to 
earn 

D. Character-The factor in credit that has to do with a customer's honesty 
and probable willingness to pay | 

E. Conditional sales contract-An agreement whereby the buyer can take 
possession of the article and use it 

F. Credit"A promise to pay at a future time for jpmething of value that is 
received now 

G. Credit card--An identification card which permits a person to obtain goods 
and/or services on credit 

Credit memo randum-A form showing the detailed record of returned 
merchandise 

1. Creditor-The person who sells on credit or makes a loan 

J. Credit rating-An individual's reputation for paying his debts on time 

K. Credit union-A cooperative association which accepts deposits and makes 
small loans to its niembers 

L Debtor-One who borrows and promises to pay later 

M. Discount-The interest deducted in advance from the total amount borrowed 

N. Down payment'-An amount of money paid on the purchase price of an 
item at the time of purchase 

0. Endorser<-A person who signs a note and is responsible for payment if the 
original borrower does not pay 

P. Finance eharge*-The amount of money that a merchant charges to cover 
his cost of handling a particular credit account 
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INFORMATION SHEET 



Q. Installment buying^The method of purchasing merchandise and promising 
to make weekly, monthly, or sometimes annual payments on it 



R*-^ortgage-Sometbmg-^i-value pledged-4<>-insur^ payment-ol^^ 

S. Open charge account-The method of purchase whereby the seller agrees 
to le^ the buyer purchase what he wants during an "open" period and 
. pay in full at^the end of the period 

T. Proceeds-The net amount of money one receives from a loan; often the 
discount is subtracted from the principal 

U. Promissory note-A written promise to repay borrowed money at a definite 
time 

V. Receipt-A written acknowledgment that money, goods, or services have 
been received 

W. Repossess"The taking back of merchandise that was sold on credit if 
payments were not made as agreed 

X. Retail credit bureau-An organization which keeps records on persons in 
.a community who have done business on credit with local firms 

Y. Security^-Something of value pledged to insure payment of a loan 

Z. Uncollectible account-The amounts owed by credit customers who do not 
pay their bills 

II. Guidelines for using credit 

A. Use credit for items which have a higher price than one can afford with 
one or two paychecks 

B. Use credit for goods which have a long useful life 

,C, Use individual income as a guide on which to base credit 

D. Make a large down payment, reduce monthly payments, and lower interest 

E. Estimate future income and expense before using credit 

F. Avoid temptation in using credit after one item has been paid off 
III. The six Cs that count for credit (Transparency 1) 

A, Character--A sincere attitude for paying bills 

B. Capacity-An ability to repay 
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INFORMATION SHEET 

C. Capital-Owning more than one's debt 

D. Conditions-Satisfying agreements between the parties 

E. Collateral-'Possessiorts set aside as security for debts 

F. Common sense- Ability to use credit wisely 

(NOTE: "These six C's Count for Credit" might be explained as each of the 
six C's is important. Use the above definitions together and they make a good 
credit risk.) 

IV. Basic classifications of consumer credit 

A. Loan credit 

B. Installment credit 

V. Noninstallment credit sales plans 

( 

A. Open charge account 

B. Budget account 
Revolving charge account 

D. Travel plans 

E. Bank credit card- 

F. Teen-age account 
VI. Single-payment loan cost 

A. Calculated on percentage 

B. Interest ^tated in dollar terms 

C. Straight time 

D. Formula? Principal x Rate x Time 

Example: Bdb borrowed $500 from the bank at 5% interest for 24 
mpnths 

* 

500 X .05 X 2 

25 X 2 
$50 interest 
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VII. Installment loan cost 



Ar-^eatcutated^orrnjnpaid^ataTCe 



Br Calculated each month 



C. Increases cost of loan 



Example: Bob borrowed $500 and he must pay back $25 a month for 24 



A. Passed in 1968 

B. Affects all businesses which extend credit 

C. Discloses annual rate of interest 

D. Discloses annual amount of dollars 

E. Discloses total number of dollars paid as finance charge 

F. Informs of disclosure before signing 



months 



$500 ' $25 X 24 
$660 - $500 
$160 interest 



VIII. Truth*ln-Lending Act (a disclosure law) 
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CREDIT 
UNIT II 



ASSIGNMENT SHEET #1 --CALCULATE I NTFRFRT RATES 



1 . Calculate the cost of borrowing on single-payment loan in the following problems. 

a. $300 at 6% interest for 20 months 

b. $100 at 6% for 6 months 

c. $500 at 10% interest for 20 msnths 

2. Calculate the cost of borrowing on installment loan in the following problems. 

a. $300 to be paid back at $19.24 per month for 20 months 

b. $tOO to be paid back at $18.15 per month^for 6 months 
0. $500 to be paid back at $30.92 per month for 20 months 



i 
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1 CREDIT 
UNIT II 



ANSWERS TO AS SIGNMENT SHEET #1 



a. $30.00 

b. $3.00 

c. $83.33 

a. $84.80 

b. $8.90 

c. $118.40 




DE I * 29*H 



CREDIT 
UNIT II 



^EST 



Match the following terms to the correct definition 

^a. Credit 1. 

b. Debtor 



c. Security 

_^d. Capacity 
Discount 

J, Finance charge 

_^g. Proceeds 

^h. Open charge account 

J. Installment buying 

I Bill 



Something of value 
pledged to insure payment 
of a loan 



2. A promise to pay at a future 
time for something of value 
that is received now 

3. The method of purchase 
whereby the seller agrees 
to let the buyer purchase 
what he wants during an 

'*open" period and pay in 
full at the end of the C 
period ^ 

4, A form generally used to 
show charges for services 

5, The net amount of money one 
receives from a loan after 

- the discount is subtracted 
from' the principal 

*6, One who borrows and 
promises to pay later 

7. The method of purchasing 
merchandise and promising 
to make weekly, monthly, 
or sometimes annual payments 
on it 

ji 

8* The factor in credit that 

has to do with a customer's 
ability to earn , 

9. The amount of money that a 
merchant charges to cover 
his cost of handling a 
particular ctMh account 

10. The interest deducted tn { 
advance from the total i 
amount borrowed [ 
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Z Write four guidelines for using credit. 



a. 



d. 



3, ' List the six C's and define each in the following phrase; "Jhese six C*s Count 

for Credit," 

b. 

6. 

* Q 

d. ■ , °* 

e. ' ■■ ■■ 

« 

f. ' . . „ 

4, Name the two basic classifications of consumer credit 1 

* ,1 

b. 

5, Name six noninstallment sales credit plans, 

b. • 

,i 

' c. I ; * 

d. ^ ! ''^ * " 

o 

e. 

f. 
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Calculate the difference in the cost of borrowing on 

a. Single-payment loan 

b. Installment loan^, 

in the following problem: 

Mr. Bill Right can borrow $150 for 6 months at 10 percent interest and 
repay the principal and the interest at the end of the 6 months; or he 
can borrow $150 and repay it in 6 monthly payments of $25 plus the 
interest* 



Discuss the Truth-ln- Lending Act. 
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a. 2 

b. 6 

c. 1 

d. 8 

e. i 10 

f. 9 

h. 3 

i. 7 



CREDIT 
UNIT II 



ANSWERS TO TEST 



2. Any four of the following: 

a. Use crSt(^<>for items which have a higher price than one can afford to pay 
with on^^or^|Uyo paychecks 



b. 
c. 
d. 
e. 
f. 
a. 
b. 
c. 
d. 
e. 
f. 



Use credit for goods which have a long useful life 

Use individual income as a guide on which to base credit 

a., 

Make a large down payment/reduce monthly payments, Jri<| lower interest 

Estimate future income and expenses before using credit 

Avoid temptation in using credit after one item has been paid off 

Character--A sincere attitude for paying bills 

Capacity-An ability to repay 

Capital*'Owning more than one*s debt 

Conditions-Satisfying agreements between the parties 

Collateral-Possessions set aside as security for debts 

Common sense-^Ability to use credit wisely 
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4. a. Loan credit 

b. Installment credit 

5. a. Open charge account 

b. Budget account 

c. Revolving charge account 
di' Travel plans 

e. Bank credit card 

f. Teen-age account 

6. a. Single-payment loan 

Cost: $7.50 

150 X JO X _6 = 
^1 100 12 



150 X _l X J_ 
1 10 2 



$7.50 



b. Installment loan cost: $26.25 
Discussion should include the following: 

a. ^ Passed in 1968 

b. Affects all businesses which extend credit 

c. Discloses annual rate of interest 

d. Discloses annual amount of dollars 

e. Discloses total number of dollars paid as finance charge 

f. Informs of disclosure before signing 



\ 
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BANKING SERVICES 
UNIT III 

TERMINAL OBJECTIVE 

After completion of this unit, the student should be able to match terms and definitions, 
name advantages of having a checking account, describe the types of checking accounts, 
identify the types of endorsements, and demonstrate the ability to use checking account 
forms. This knowledge should be evidenced through demonstration and by scoring 
eighty-five percent on the unit test. 

SPECIFIC OBJECTIVES 

After completion of this unit, the student should be able to: 

1. Match ten terms associated with checking accounts with their definitions. 

2. Name two advantages of having a checking account. 

3. List the two types of checking accounts. 

4. Demonstrate the ability to use a checking account by correctly filling out: 

a. A signature card. 

b. Deposit slips. 

c. Check stubs. 

d. Checks* 

e. A bank reconciliation form. 

f. Endorsements of checks when given the type of endorsement. 

- % i 
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BANKING Services 

UNIT III 



SUGGESTED ACTIVITIES 



DE Teacher-Coordinator: 

A. Provide students with objective sheet. 

B. Provide students with information and assignment sheets. ■ 

C. Discuss terminal and specific objectives. ; • 

D. Discuss; information and assignment sheets. 

E. Invite a guest speaker from a bank. i ^ 

F. Arrange field trip to a local bank* 

1. If a group tour is impossible, perhaps two or three people could 
make this visit and report to the class. 

2. If there is more than one bank in the community, a comparison \ ' 
I might be made between their services* ^ \ 

G. Give test. 

- , I! ! 

(NOTE: Consult audjo visual supplement for suggested films.) 
Students: 

:A. Read objective Iheet. t ^- 

B. Study informatifan shefet 

C. Complete assign|nent^heets. 

D. Take a field trijh to a local bank. 
E» Take test. 



NSTRUCpriONAL MATERIALS 



I. Included in this uniti 

A. -Objective-sheet 

B. Information she 



38H 



C. Assignment sheets 

1. Assignment Sheet #1 -Endorsing Checks 

Z Assignment Sheet #2--lndividual Checking Adcounf 

D. Answers to assignment sheets ' 

E. Test 

F. Answers to test 
II. References: 

A. Parsky, Larry M. Mathematics for Everyday Living, Book VII. Johnstown, 
Pennsylvania: Mafex Associates, Inc., Box 519, 1969. 

B. Alft, Elmer C. Your Oklahoma Banks. Oklahoma City, Oklahoma: 
Oklahoma Bankers* Association. 

III. Optional teaching aids-Pdmphlets ^ \ 

A. Teacher's Guide to Banking ! 

B. Student's Guide to Banking 

C. Using Bank Services | 
p. The Story of American Banking^ 

E. Personal Money Management 

(NOTE: The five booklets above are available in quantity through your local 
commercial banker he will order from Oklahoma Bankers* Association, 643 N.E. 
41, Oklahoma City, Oklahoma 73102.) 

F. Know Your Money, Treasury Department, U.S, Secret Service. 

(NOTE: For sale by the Superintendent of Documents, Government Printing 
Office, Washin^on, D.C. 20402.) 

G. 4(X)0 Years 0f Banking, The National Cash Register Company, Dayton^ 
Ohio. 



^1 
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BANKING SERVICES 
UNIT Ml 



INFORMATION SHEET 

Terms and definitions 

A. Account^-A record of all financial transactions and the dates; shoSvs the 
current balance 

B. Account numbers-Numerical identification given to a bank account 

C. Balanced-Amount of money in a checking account 

* 

D. Bank statements-Bank's record of deposits made and checks drawn (cashed) 
against the checking account 

E. Check-*Written order presented'to a person's bank to pay money to someone 
else 

F. Checking account-An account where a depositor may write^bhecks against 
money on deposit in the account * 

G. Currency--Paper money 

H. Deposit-To put money into a checking accounit 

I. Endorse-^Payee puts his signature on the bacic of the check so he can cash 
it 

J. Endorsement-'Payee'^ signature on the back of the check 

K. Payee--Person, firm, or organization to whom the check is made out 

L Service charge-Cost charged by the bank for maintaining the checking 
account 

M» Abbreviated date-The month is written either as a vw)rd abbreviation or 
a number abbreviation 

Advantages of having a checking account 

A* Money can be lost or stolen, but a check can have payment stopped 

B. Bills can be paid by mail 

C. A check can be writter| for any amount of money in the checking account 

D. Canceled checks servers proof of payment 

E. Checks can only be cashed when properly endorsed 
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INFORMATION SH§ET 



III. 



Types of checking accounts ■ 
A. Individual 

1. Only one person cein legally write checks 



Usually used by single people 



B. 



Two or more persons can legally write checks 
Most common with married people 



2. 
Joint 
1. 
2. 

IV. Signature card 

A. Must be filled before you open a checking account 
Procedure 

1. Print full name on line 1 
Print address on line 2 



B. 



2. 
3. 

4. 

5. 

6. 



Print name of the place where you work bn the first part of 
line 3 J 

Write signature on the second part of line 3; same signature should 
be used in writing all checks 

If opening a joint account, the other person must print his place 
of employment and write his signature on line 4 



thkv 



Print name and address on lines 5, 6. 7, and 8 thl» way you want 
your name and address to appear on all checks, if you want 
specially printed checks / 



Example: 



ACCOUNT NUMBER 0031 '2555-1 



(II 

U) 

(41 

(51 
(t») 

(71 
(8) 



ADDRESS I HB jk^i^juLBjru^. ^^alit^^jkAA^ ^d. /; 

EMPLOVMErrL , . / ' I /SIGNATURE 



AkiA 



EMPLOYMENT 



€u X^, OkU. 



ACCOUNT CAPTION AND ADDRESS 

8. Th.^ OKI*.. I2 3H B 



SIGNATURE 



The First National Bank authorizes to recocni2e 
_^ the abwe signature (s) in payment of funds or tfins» 

actions or ottier business. 
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(1) 
(2) 

(3) 

(4) 



INFORMATION SKEET 

Deposit slip 

^A. Fill out in order to put cash or cfifecks in checking* account • \ 
B. Procedure ^ 

1. Print full name on line 1 

Print address on line 2 . ' 
Print account number on line 3 (assigned by the \y^x^k) 
Print the date on line 4 ^ 
Put the amount of paper money where "currency" i$ printed 
Put the amount of cents where "coin" is printed 
List each check separately on the lines whq^pi "checks" is printed 



2. 
3. 
4. 

5. 
6. 
7. 

8. 



9. 
10. 

Example: 



Add the total amount of money deposited (currency, coin, and 
checks) and place this answer on (me 8 

If the bank teller is to give you back some money, he must list 
this amount of money on line ,9 

To get the total of the deposit, the teller^must subtract the 
amount on line 5 from line 4 and write the total deposit on 
line 10 



Depofit To The Account Of 



ACCOUNT >^ 1 # n 1 1 h n Chtchi »ti4 ithtf tlcmt r*c«^Ml 
NUMOEie vd? f«ril«|^iU •ubjtcllt tht Itffn* 



Datt 



DEPOSITED IN 
FIRST NATIONAL BANK 
Detroit, Michlgftn 



CURRENCY 
COIN 
CHECKS 


DOLLARS 


CENTS 


























TOTAtOr 
AIOVB iTgMt 




9f 


Ltll CAIH 

iscttvco 






or OKi'OftY 


33 f 











(5) 
{6) 
(7) 



(8) 
(9) 
(10) 



VI. Check stub 

A. One's record of money deposited or spent 

B. Should be filled out before the check is written 
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INFORMATION SHEET 



Procedure 



. 2. 



Write the check number and the' amount of the check on the 
top line 

Write the date , 



3. Write the name of the person or company (payee) to whom the 
check is written 



4. 
5. 

6. 

7. 

8. 
9. 



Write the purpose of the payment 

Enter the balance of the checking account! "Balance Carried 
Forward" from the previous check stub) after the printed 
"Balance Brought Fprward" 

If a deposit was made, enter the amount after "Amount 
Deposited" 

To get total, add "Amount Deposited" to "Balance Brought 
Forward" 

Enter the amount for the check after "Amount This Check" 

To get "Balance Carried Forward" subtract "Amount This Check" 
from the "Total" 



Example: 



No. /O/ 



To N in uJdf^^^A^ ^ 



For ^j>y^ 



Bal. Broueht 
Forward 

Amount 
Deposited 

Total 

Am't. This 
Check 

Bal. Carried 
Forward " 



/jr9 



oo 



(1) " 

(2) V 
(3) 
(4) 

(5) 

(6) 
(7) 
(8) 
(9) 
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INf^jORMATION SHEET 

VII. Check - ° 

A. Pill out, sign, and remove from the stub 

B. Use ink, write legibly, and do not mark over 

(NOTE: If you make a mistake, tear up the check and start over void 
that Stub,) 

C. Procedure 

1. Number your checks in order 

a. Helps keep them in order 

b. Helps identify lost^or stolen checks 
Write the date; this should be the date the check is written 



2. 
3. 

4. 
5. 



Write the name of the payee after the printed words, "Pay to 
the Order of*^ 

Write the numerical amount close to the dollar sign 

Write the amount in words beginning as far to the left as possible 

(NOTE: The numerical amount and the amount in words must 
be the same,) - 

6. ' Write your legal signature at the bottom right of the check 

(NOTE: This signature must be the same as the one written on 
the signature card.) 

Example: 



FIRST NATIONAL BANK 



B«l. Broutht 
Forward 
Amount 
De pouted 

Tot«J 

Am't. Thti 
Cheek 
f4«L CarrieJ 



L4£ 





















PAV TO THE 



24L 



2x 



. DOLLARS 



Robert A. Sammuels 
Rita SarofTtueU 



Aeeoun! No. 



(1) 

(2) 
(3) 
(4) 
(5) 



(6) 
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INFORMATION SHEET 



VI I h -fleconciting the ban k statement , 

A. Bank statement sent out each month with th^ canceled checks paid during 
that month 

B. Should be compared with your records " - • 

C. Procedure 

1. Arrange canceled checks in numerical order-101, 102, 103, etc. 

2. Match each check with the check stub 

a. Compare the amount on the check with tfie amount on the 
check stub to make sure they are the same 

b. Place a check mark on each stub that has a canceled check 

3. Stubs without checks mean that the bank has hot received the 
checks yet 

a. These are called "outstanding'* checks 

b. List and total these on the bank reconciliation form 

4. If all deposits were not shown on the statement, total these and 
write this total on the bank reconciliation form 

5. Write down on the bank reconciliation the check stub balance 
from the last check stub 

6. Follow the procedures outlined on the bank reconciliation form ^ 

7. The "corrected check stub balance" and the "corrected bank 
statement balance" on the bank reconciliation form should be 
the same amount 

(NOTE: If these two amounts are not the same and your 
computation is correct, then the bank should be notified 
Immediately to check for an error in their records*) 

Example: 
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INFORMATION SHEET 



EXAMPLE: 



•BANK STATEMENT 



FIRST NATIONAL BANK 
Detroit, Michigan 48226 



Mr* and Mrs* AUan H« Sweet 
2131 Brooks Road 
Hunntngton WoodSi Michigan 



Previous 
Balance 



S.OO 



ACCOUNT NUMBER 



0031-2211*6 



STAtEMENT PERIOD 



S-l-69 * 5-31-69^ 



NUMBER 


2 


8 


Deposits 


Checks 



Deposits 



$B03.2B 



Checks 



S257.31 



Service 
Charge 



$.80 



Present Balance 



$45.14 



PLEASE EXAMINE AT ONCE* KEPORT ANY ERROR DIRECTLY 
TO OUR AUDITOR WITHIN FIVE (5> DAYS* 



BANK RECONCILIATION FORM 



1. CHECK STUB BALANCE 

A* Less Service Charge 

B. Corrected Cheek Stub Balance 
(Subtract Servu^e Charjii? 
V^rom The Checlk, Stub Batanee . J 

IL BANK STATEMENT BALANCE 

A, Total Outstanding DeposUs* 

B. (Add Outstanding Deposits To 
Bank Statement Balance. ) 

G. Less Outstanding Checks: 

No.____ . 

No.„ . S „ 

No.. ^ 



Total Outstanding Checks 

D. Corrected Bank Statement 
Balance (Subtract Total 
Outstanding Ch^k fot_al 
From Answer B) « 
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INFORMATION SHEET 



IX, Types of endorsements 
A- Blank endorsement 



Payee signs his signature on the top of the back oithe check 

2, If lost, the check could be cashed Ky the ■f4nder ju^ by adding 
* his endorsement 

Example: 




B, Restrictive endorsement ' ^ 

.1, Made when a check is to be deposited iflto an account 



2, 



3. 



Write at the top of the back of the check "Pay to the (name 
of the bank) for deposit only" and then sign name 

If lost no one can cash this check because it can only be deposited 
into the payee's account 



Example: 
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INFORMATION SHEET 



Full endorsement 

1. Payment of the check is made only to a specific person or 
company 

2. If lost, the check cannot be cashed by the finder 

3. Write at the top of the back of the check "Pay to the order 
of (name of person or company)" and sign name 



Example: 
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BANKING SERVICES 
UNIT III 



ASSIGNMENT SHEET #1--END0RSING CHECKS 



1. In the blank under each endorsement below, write the kind of endorsement 
shown. (Blank, restrictive, or full) 



TV) 


ma JUoe- 






m 








Ha^ to- 1 
Co- 








c. 










316 



B. 





H,. 



ERIC 



SO-H 

ASSIGNMENT SHEET #1 

2* Endorse the checks below as indicated and in the space under each check write 
the kind of endorsement 

a. Pay to the City Bank for deposit only, Paul Price 

b. Pay to the order of Sam Coffey, Charles Hughes 

c. Jack L. Brown 

d. Pay to the order of Best's Department Store, Bob L. Alexander 

e. Pay to the National Savings and Loan Association for deposit only, Howard 
Kirk 

f. Mary Hunter 
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BANKING SERVICES 
UNIT III 



ASSIGNMENT SHEET #2"INDIVIDUAL CHECKING ACCOUNT 



1. Gary Jones wants to open an individual checking account. Use the following 
information to fill out a signature card: 

NAME: Gary M. Jones 

ADDRESS: 12 Pryor Drive, Elkburg, Oklahoma 43210 

PLAGE OF EMPLOYMENT: Harry's Auto Sales, 1114 West Seventh, Elkburg, 
Oklahoma 43210 

ACCOUNT NO.: 1002-4444-7 

2. Fill out the necessary forms deposit slips, check stubs, and checks for Mr. Jones 
as follows: 

^ 

a. On October 1, 197_, Gary M. Jones deposited $15.00 in currency, $,43 
in coin, and checks for $102.14 and $12.52* 

b. Mr. Jones wrote a check for $75.50 for a car payment to Westwood Loan 
Company on October 1, 197_. This is check ho. 101. 

c. Dr. Ralph Lewis received a check for $15.00 for an office Call on October 
. 2, T97_. 

d. On October 5, 197_^, Mr. Jones wrote a check to Smith's Garage for car 
repair in the amount of $20.75. 

e. On October 8^ 197_, Mr. Jones deposited ^10.00 in currency and a check 
for $103.52. 

^ f. Mr. Jones wrote a check to Federal Oil Company for $13(.96 for payment 
of bill on October 9, 197_. 

g. On October 12, 197_, Mr. Jones wrote a check to Glen's Service Station 
for an oil and filter change* The check was for $7.75. 

h. Mr. Jones bought a coat from Black's Men's Wear on October 14, 197_. 
He wrote a check for $29.95. 

i. On October 15, 197_, Mr. Jones wrote a check to Flynn's Department 
Store for $32.12. He bought some shirts. 

j. Mr. Jones had to have new lenses for his eye glasses on October 20, 197_, 
_ he wrote a check to Oklahoma Optical Company for $24.00 fpr these lenses* 
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ASSIGNMENT SHEET #2 



ACCOUNT NUMBER 



NAME 



ADDRESS 



EMPLOYMENT 



EMPLOYMENT 



ACCOUNT CAPTION AND ADDRESS 



5.. 

6.- 

8.. 



SRE 



The First ttational Bank authorizes to recocnue 
the above ait nature (») in payment of funds or trans- 
actions or oum buainessi 



CIMRENCY 
\, COIN 
CHECKS 

\ 

\ 


DOLURS 


CENTS 


























TOTAt or \ 

ASOVK tTBM \ 






Ul» CAIN \ 
KSCBIVBD \ 






or osroaiT \ 








\ . 







Deposit To The Account Of 



(AOOKKia) 



ACCOUNT 




NUMBEK 




Data 


19 



Cli*cka otlitf Itanitt art r«<:*iv«4 
CMtiitlMt M this Wiik*» calUctiM 



DEPOSITED IN ^ 
FIRST NATIONAtr BANK 
Detroit^ Mlc^Utsn 



5^ 



Deposit To The Account Of 



(AOOREtl) 





ACCOUNT 
NUMBER 








Data 




19 



.DEPOSITED IN 
FIRST NATIONAL^ BANK 
iDetrolt. MlchlK«n 



CURRENCY 
COtN 
CHECKS 



TOTAt or 
Aaovr rrsMB 



ft CAIH 

caivBo 



or pBroTT 



DOLURS 



X 



CENTS 
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ASSIGNMENT SHEET #2 



OULDER i#ANK 



Pay to TMt 



86^1263 
■ I062 

S^^ 



rttM 



i:iQeie»>iH&3i: 



To 



OULDEjK i#ANK 



Pav to the 



Tul»a»Okla » 



J». . I062 

- ^ - 



M4. MWtrMt 



OULDER AaNK 



PaV to TMt 
ONOCMOP , 



66-1263 
I062 



OULDER 4#ANK 



Tolsa.Okla * . 



Pay to THt 



S6*I263 
}062 



54-H 



ASSIGNMENT SHEET #2 



1 

itt t062 



•M.C»ti»f|M» 



SoULDIjH 3aHK 



SouLDfii Bank 



Pav to tmc 



i:io&E>>ae&ai: 



66-1263 
1062 



OULDIR 4#ANK 



Tut«A/OkU , 



Pav to tMt 



Ml MO« tot* 

«H« (Ml t>(itC», 



J» 

%^ 



66-1263 
1062 



UAft , 



OULDCPI 0ANK 



tUtSAi/OKtA , 



^AV TO tne 



UP 

6611263 
-ia ..^ 1062 
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ASSIGNMENT SHEET #2 



Mr. Jones received this bank statement Reconcile his check stub balance with 
the bank statement balance on the bank reconciliation form. 

(NOTE: Use information from part 1 and 2 of Assignment Sheet #2.) 

BANK STATEMENT 



FIRST NATIONAL BANK 



Mr, Gary M. Jones 
12 Pryor Drive 
Elkburg, Oklahoma 



43210 



ACCOUNT NUMBER 



1002-4444>7 



STATEMENT PERIOD 

10'1>7^ * ICPSVTl 



NUMBER 


2 


7 


Dt(»o«ita 


Chtcks 



Previous 
Balance „ 



$.00 



Deposit*. 



$243,61 



Checks 



$219.03 



Service 
Charge 



$.50 



Present Balance 



$24.08 



PLEASE EXAMINE AT ONCa REPORT ANY ERKOR DIRECTLY 
TO OUR AUDITOR WITHIN FIVE (5) DAYS. 



BANK RECONGILlAtlON FORM 



L CHECK STUB BALANCE 

A. Less Service Charge $^ 

B» Gorrcetcd Cheek Stub Balance 
( Sabtract Serviec C_hari|ft 
rrom The Cheek Stub Balanee.l 

IL Bank STATEMENT BALANCE $ . 

A* Total Outstanding Deposits $^ 

B. (Add Outstanding Deposits To 
Bank Statement BaUnce. ) 

0. Less Outstanding Cheeks.^ 

No. $^ 

No._ ^ $ 

No.^_ . 



Total Outstanding Cheeks 

Corrected Bank Statement 
Balance ( Subtract Total 
Qutstandlny Che^k Total 
From Answer B ) * 
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BANKING SERVICES 
UNIT III 

ANSWERS TO ASSIGNMENT SHEETS 

Assignment Sheet # 1 



a. 


Blank 


b. 


Restrictive 


c. 


Full 


d. 


Full 


e. 


Full 


f. 


VBIank 


g. 


Restrictive 


h. 


Full 


a. 


Restrictive 


b. 


Full 


c. 


Blank 


d. 


Full 


e. 


Restrictive 


f. 


Blank 



Assignment Sheet # 2 



58H 



1. 



ACCOUNT NUMBER /d>0^ - V^V^ - 



NAME 



ADDRESS .^ ^^^L ^. x dL^ jd^^iJ ^yf^ iS^/^tJi^yfUt^^^^y^ 
EMPLOYMENT ' ] J^tNATURE 



EMPLOYMENT 



X 



SIGNATUR 
X 



ACCOUNT CAPTION AND ADDRESS 



, The First National Bank authorkes to recocnize 
the above sliiiature (s) In payment of funds or tranS" 
aetHons or otrier business. 



2. 



Oepoait To The Account Of 



CURRENCY 

com 

CHECKS 



ACCOUNT,. y^y^y^y 
NUMBER - YVVV * T 



Chtekt 1114 •thtt iUmi m* r«€«&v*rf 
ctiUiU#ni tf this bMk*! c«U«cti»fi 



DEPOSITED IN 
FIRST NATIONAL BANK 
Detroit, MichiKsn 



ToTAt on 
ASQvc mm 



]^StJi_CASH 



KCKIVCO 

— kuh\m 

or DKI»0*IT 



DOLLARS 



CENTS 



0^ 



D«po«lt To The Account Of 







fr 



DEPOSITED IN 
FIRST NATIONAL BANK 
Detroit, Michlfsn 



CURRENCY 
COIN 


DOLLARS 


CENTS 


























TOTAL or 
ABOVE iTtMi 






LKII CASH 
MECUVKD 


//A 




or oiro«tT 
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BoULDClTS 



fANK 



66- 1263 
1062 



to . 




Ha. 













M»« «««« 






^.?„ 






















Mi (0«» 































86J263 
9V:... 1062 



SoUtDCj^T^BANK . ^'^^ 66 1263 



Pav to -fMe 
on o< Ivor 



ro62 



OAtt ^ 



6^ 



M^ »»«*«iM« 



.BoULDiirBANK ^ 
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60-H 




•Mir 










WVuft**«f«» 











OULDEfl i#ANK ^ 



H>62 



-^^^^ Jg^^^^tl^^ Hf^$^^>y_^ 



1>OtLAfVS 





Pav to 
OHO 



SouLDEii Bank v/7 y / 

^jt.cAJt^ .^^jf^ 



66-1263 
1062 




SouLDEjli Bank 



J9. 



i062 



r 



1: iioe.2">ie&ji: 



PANK 



^ 66 (263 




1062 



r^UOtLAfVS 
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3. 



BANK STATEMENT 



FIRST NATIONAL BANK 



Mr. Gary M. Jones' 

12 Pryor Drive 

Elkburg, Oklahoma 43210 



ACCOUNT NUMBER 

r002-4444>7~ 



STATEMENT PERIOD 



10>1>7^- 1031-7^ 



NUMBER 


2 


7 




Cheeks 



previous 



$.00 



$243,61 



Checks 



$219,03 



Service 
Charge 



$,50 



Present Balance 



lltoE 



PLEASE EXAMINE AT ONCE. REPORT ANV EHROR DIRECTLY 
TO OUR AUDITOR WITHIN FIVE C5) DAYS. 



UAim UECOt4ClLlA'TlON FOHM 




I CHECK STUB BALANCE 


$ 


— 




A- Less Ser^'Jtte Char^v 


$ 


60 




Currected Cheek Stub Balarjec 




% 


^rom The Chock Sinh BaUnce. 1 








IT BANK STATEMENT BALANCE 


$ 




A* Total Outst-atiding Depd^uts 

{Add Oatstaiiding Deposns To 
Bank Statement Baiance I 


$ 
$ 


Taj 




C. Less Outstiinduig Cheeks: 








No S 








No. 








. No. 4. 








TotaJ Outstanding Checks 






* 


Corrected Bank Statement 
Balance (Subtract Total 
Outstanding Check Total 




s 




From Answer B). 
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BANKING SERVICES 
UNIT III 



TEST 



1. Match these terms to the correct definition. Write the number of the correct 
definition in the blank. 



a. Accouht 

b. Account number 



_c. Balance 

d. Bank statement 

^e. Check 

_f. Checking account 

J. Deposit 

h. Endorse 

i. Endorsement 



J. j^ervice charge 



1. An account where a 
depositor ^may write checks ^ 
against money on deposit ^ 
in the account 

2. Cost charged by the bank 
for maintaining the checking 
account 

3. To put money Into a 
checking account 

4. Amount of money in a 
checking account 

5. Numerical identification 
given to a bank account 

6. Payee's signature on the 
• back 'of the check 

7. A record of all financial 
transactions ^nd the dates; 
shovi/^the current balance 

(' 

8. B^k s record of deposits 
made and checks drawn 
(cashed) against the 
checking account 

* 9. Payee puts his signature 
on the back of the check 
so he can cash ft 

10. Written order presented 
to a person's bank to 
pay money to someone 
elsa 
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Name two advantages of having a checking account. 

a. .... 

b. I 

List the two types of checking accounts. 

a. '■ ■ 
b. 

Demonstrate the ability to use a checking account by correctly filling out: 

a. A signature card. 

b. Deposit slips. 

c. : Check stubs. 

d. Checks. 



A bank reconciliation form. 

Endorsements of checks when given the type of endorsement. 



(NOTE: This is to be completed prior to the test by using Assignment Sheets 
|f>and #2.) 
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BANKING SERVICES 
UNIT III 



ANSWERS, TO TEST 



a. 
b, 
c. 
d. 



7 
5 
4 
8 



e. 10 

f. 1 



g- 

h. 
i. 



3 
9 
6 
2 



Any two of the following: 

a. Money dan be lost or stolen, but a check can have payment stopped 

b. Bills canj be paid by mail 

c. A check can be written for any amount of money in the checking account 

d. Canceledj checks serve as proof of payment 

e. Checks can only be. cashed when properly endorsed 

a. Individual account 

, , ii '* o 

b. Joint ac(j:ount 

Performance skills will be evaluated to the satisfaction of DE teacher-coordinator. 
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GENERAL INSURANCE 
UNIT IV 

TERMINAL OBJECTIVE 



After completion of this unit, the student should be able to discuss in writing general 
information concerning types of insurance. He should also be able to discuss the different 
types of automobile insurance available and additional coverage available. Know/ledge of 
this information will be evidenced by a score of eighty-five percent on the unit test 



SPECIFIC OBJECTIVES 

After completion of this unit, the student should be able to; 

1. Match terms associated with insurance to the correct definition. 

2. List two common types of insurance. 

3. Select from a list those items that are basic concepts of insurance. 
4? Name two types of life Insurance. 

5. List the three standard types of protection in automobile insurance. 

6. Select from a list those items that are true of automobile insurance. ^ 

7. Name the six basic coverages under standard automobile insurance. 

8. Select from a list facts about liability insurance. 

9. Select from a list those items that deal with collision automobile insurance. 

10. Select from a list those items that deal with comprehensive automobile 
insurance. 

11. List three facts about uninsured motorist insurance. 

12. List three of the four facts about classification of drivers. 

13. List three ways to save on automobile insurance. 
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GENERAL INSURANCE 
UNIT IV 



SUGGESTEp ACTIVITIES 

I. DE Teacher-Coordinator: * 

A. Provide students with objective sheet. 

B. Provide students with information sheet 

C. Discuss terminal and specific objectives. 
: D. Discuss information sheet \ 

E. Have guest speaker on insurance. 

F. Give test. ^ ^ 

(NOTE: Consult audio visual supplement for suggested film.) 
II.- Student 

A. Read objective sheet. 

B. Study information sheet. \^ 

C. Take test. 

INSTRUCTIONAL MATERIALS 

I. included in this unit: 

A. Objective sheet 

B. Information sheet / 

C. Test 

D. Answers to test _ ■ ^ 
II. References: 

A* Oklahoma Cooperative Vocational Education Course of Study. Stillwater, 
Oklahoma: State Department of Vocational and Technical Education, 
Curriculum and Instructional Materials Center, 1972. 
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A Teacher's Guide for /nsur^nce: A BusmessandOffice Curriculum Prd/ect 
Department of Vocational Education, Colorado State University, Fort 
Collins, Colorado, 1971. 

1972 Life Insurance Fact Book. Institute of Life Insurancee, 277 Park 
Avenue, New York, New York, 1971* 

Huebner-Block-Cline. Property and Liability Insurance. Seventh Edition. 
New York: Appleton-Century-^Crofts, 1968. 
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GENERAL INSURANCE 
UNIT IV 



INFORMATION SHEET 

L Terms anci definitions 

A. Application--A statement of information made by a person applying for 
insurance 

B. Beneficiary--The person named in the policy to receive proceeds at death 
of insured. 

C. Policy-The document stating terms of contract that is issued to policyholder 
by company 

D. Premium-The payment or consideration one makes as policyholder agreed 
to in policy for insurance 

E. Llability-When one is negligent and therefore liable for injury or damage 
caused to someone else 

F. Collision-Insurance pays for damage to one's car regardless of the burden 
of negligence 

G. Comprehensive-lnsures auto against glass breakage, fire, theft, and all 
weather elements 

H. Uninsured motorist-Coverage for holder to recover loss for bodily injury 
caused by a person having no liability insurance 

II. Common types of insurance 

A. Life 

B. Automobile 

III. Basic concepts of insurance 

A. Shares economic loss 

B. Spreads risk over a large group 

C. Each person pays a small portion of each loss 

D. Replaces value only 



o 33 i 

ERIC 



72-H 



INFORMATION SHEET 

IV. Types of life insurance 

A. Term-Provides protection for life 

B. Permanent 

1. Cash value 

2. Loan value 

3* Assurance of having coverage at advanced age 

V. Three standard types of protection in automobile insurance 

A. Liability-Very important to have 

B. Collision--Can get $50 or $100 deductible 

C. Comprehensive-Can get $50 or $100 deductible 
VI. Items that are true of automobile insurance 

A. Responsibility to other property as well as to one's car 

B. Reduces jeopardizing future income 

C. Only way most people can protect themselves against automobile risk 

D. Company assumes responsibility for settling claims 
VII. Basic coverages under standard automobile irk$urance 

A. Body injury liability 

B. Property damage liability 

C. Medical payments ^ 

D. Comprehensive physical damage 

E. Collision 

F* Protection against uninsured motorist 
Vill. Facts about liability insurance 

A. Protects one regardless of who is at fault 

B. Pays for damage to others when one is at fault 
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INFORMATION SHEET 

C. Compulsory in some states ' 

D. Sold by casualty companies , * ^ 

E. Ninety percent of all claims settled out of court 

F. 10/20/10-25/50/25-100/300/100 

(NOTE: First number refers to thousands of dollars company will pay for 
injury to one person. Second number refers to 'amount paid for injuries 
resulting from one accident. Third number refers to amount paid for 
^ property damage.) 

G. Damage to owner's car not covered ^ 

H. Cost varies ffom one area to another 

IX. Items that deal with collision automobile .insurance 

A. Pays damage to automobile , ^ 

B. , Need not be at fault to collect 

0. Premium depends on make and model of car 

X. Items that deal with comprehensive fiutomobrle insurance 

A. Damage to owner's car i$ covered such as glass breakage, fire, and theft 

B. Premium depends on make and model of car 
XI. Uninsured motorist Insurance 

A. One is insured if the other driver has no insurance 

1 

B. Part of liability^ policy 

ii 

j! 

C. Covers only death or personal injury 
XII. Facts about driver clibsstftcation 

A. Poor driving record-Charged more 

B. Unmarried young male-Highest 
C* Under 25 years of age-High 

D. Unmarried young female-High 
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INFORMATION SHEET 



XIII. Way$ to save on automobile insurance 
A* Safe driver discounts 

B. Driver education discount 

C. Two or more cars discount 
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GENERAL INSURANCE 
UNIT IV 



TEST 



Match the following terms to the correct definition. 



_^a. Application 

b. Beneficiary 

_c. Policy 

^d. Premium 

^e. Liability 

_f. Collision 

J, Comprehensive 

h. Uninsured motorist 



1. Insures auto against gf^ss 
breakage, fire, theft, and 
all weather elements 

2. The document stating ter^s 
of contract that is issued 

to policyholder by company 

3. When one is negligent and 4 
therefore liable for injury | 
or damage caused to someone 
else 

4. Coverage for holder to recover 
loss for bodily injury caused 
by a person having no liability 
insurance 

5. A statement of information 
made by a person applying 
for insurance 

6. The person named in the 
policy to receive proceeds 
at death of insured 

7* The payment or consideration 
one makes as policyholder 
agreed to in policy for 
insurance 

8* Tnsurance pays for damage to 
one^s car regardless of the 
burden of negligence 



2. List two common types insurance, 
a. 
b. 
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3. Place an "X" in front of those items that are basic concepts of -insurance. 
a. Shares Economic loss 

b. Spreads risk over long periods of time * ^ 

^c. Replaces value only 

d. Each person pays a small portion of each loss 

4. List two types of life insurance, 
a. 

b. 

5. List the three standard types of protection in automobile insurance, 
a. 

b. 
c. 

6. Place an "X" in front of those items that are true of automobile insurance. 

^a. Only way most people can protect themselves against automobile risk 

^b. Company assumes responsibility for settling claims 

^c. Reduces future income 

^d. Responsibility to other property as well as to one's car 

7. Name the six basic coverage under standard automobile insurance, 
a. 

b. 

d. 
e. 
f. 

8. Place an "X" in front of those items that are facts about liability insurance. 
^a. Protects one regardless of who is at fault 

b. Pays for damage to others when one is at fault 

Er|c 3S9 
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_c. Compulsory in ail states 
^d. All claims are settled in the courts 
e. Cost varies from one area to the other 



9. Place an "X" in front of the following items which deal with collision automobile 
insurance. 

a. Pays damage to automobile 

b. Premium same for all automobiles _ ^ 

' ^c. Need not be at fault to collect 

d. Pays same amount for each accident * ^ 



10. Place an "X" in front of the following items which deal with compreherisive 
automobile insurance 

a. Glass breakage 

^b. Fire 

c. Theft 



_d. Collision with other cars 
e. Premium same for all cars 



11. List three facts abciut uninsured motorist insurance 

I a. 

c. ^ 

12. List three of the four facts about classification of drivers, 
a. 

b. 



13. list three ways to save on automobile insurance, 
a." 
b. 
c. 
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GENERAL. INSURANCE 
UNIT IV 

ANSWERS TO tEST 

5 
2 

e 

7 
3 

8 ' . 

1 
4 

Life ; 
Automobile 



Term 

Permanent 
Liability 
Collision 
Comprehensive 



Body injury liability 
Property damage liability 
Medical payments * 
Comprehensive physical damage 
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e. Collision 

f. 'Protection against uninsured motorist 



> 



.8. a 
b 

e 

9. a. 

6 



10. a 

b • . . 

c 

11. a. One is are insured if the other driver has no insurance 

b. Part of liability policy 

c. Covers only death or personal injury 

12. Any three of the following: 

a. Poor driving records-Charged more : 
b- Unmarried young rnale-Highest^ 

c. Unmarried young feiTia(/^HlgF 

d. Under* 25 years of age-High 

13. a* Safe driver discounts 

b. Driver education discount 

e. Two or more cars discount 
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WHOLE NUMBERS 
UNIT I 



TERMINAL OBJECTIVE 



After completloix of this unit, the student should be able to solve problems involving 
the four basic operations of whole numbers, give the place value of a six digit number, 
and round off whole numbers up to thousands. This knowledge will be evidcsnced by 
scoring eighty-five percent on the unit test. 



4 



SPECIFIC OBJECTIVES 

|After completion of this unit, the student should be able to: 

1. Identify the parts of subtraction, addition, division, 
and multiplication problems. 

2. Name the place values in a six-digit numeral. 

3. Round five numbers to nearest 10's, 100's, or 1,000's. 

4. Solve stated problems using the four basic operations. 
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WHOLE NUMBERS 
UNIT I 



SUGGESTED ACTIVITIES 



DE I - 3-1 



U DE Teacher-Coordinator: 

■ A, Provide stiidents with objective sheet 

I " . ■ ■ . ■ ■ , . 

\ . B. Provide stiljderits with information and assignment sheets. 

i i . 

j C. Discuss terminal and specific objectives 

! D. Have students take pre test. (Assignment Sheet #1) 

E, Discuss information and assignment sheets. 

F, Give test. ! ^ ^ 
(NOTE: Consult audio visual supplement for suggested films.) 

II. Student: 

A. Read objective sheet. 

B. Take pre-test 

C. Study infojrmation sheet, 
b. Take test. 

INSTRUCTIONAL MATERIALS. 

I. Included in this unit: 

A. Objective sheet 

B. Information sheet 

C. Assignment sheets 

1. Assignment Sheet #1-PreTest 

2. Assignment Sheet #2"Place Value 

3. Assignment Sheet #3-Rounding 
' 4. Assignment Sheet #4-Addftion 
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5. Assignment Sheet #5-Subtraction 

6. Assignment Sheet #6-Multipl}cation 

7. Assignment Sheet #7^Division 

D. Answers to assignment sheets 

E. Test 

F. Answers to test 
M, References: 

A. Spann^ Margaret. Vocational Related Math. Stillwater, Oklahoma: 
State Department of Vocational and Technical Education, 1972, 

B. Piper B. Edwin. Merchandising Mathematics. Dallas, Texas: 
South-Western Publishing Company, 1967- 
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UNIT I 

INFORMATION SHEET 

Terms and definitions 

A. Addends-The numbers that are added together 

B. Sum or total-The answer to an addition, problem 

C. Minuend-The number from which another number is being 
subtracted 

D. Subtrahend>-The number which is being subtracted 

E. Difference-The answer to a subtraction problem 

F. Factors-'Numbers that are multiplied 

G. Product-The answer to a multiplication problem 

H. Divisor^-The number by which you divide 
L Diyidend"The number that is divided 

J. Quotient-The answer to a division problem 

K. Remamder-The number that is left over when division is 
completed 

Place value-~1 43,285 

A. 1-Hundred thoasands 

B. 4--Ten thousands 

C. 3^Thousands 

D. 2 -Hundreds 

E. 8--Tens 

F. 5"0nes or units 
Rounding numbers** 14,827 

A. Nearer ten^ 14,830 

B. Nearer hundred- 14800 
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IV. Basic operations 

A. Addition 

Example: 486 

21 
1213 
1720 

B. Subtraction 

Example: 4017 

' 141 
3876 

C. Multiplication 

Example: 143 

49 
1287 
572 
7007 

0. Division 

13 

Example: 12)156 

12_ . 
36 
36 



WHOLE NUMBERS 
UNIT I 



ASSIGNMENT SHEET #1--PRE-TEST 



1 SCORE WHOLE NUMBERS 

Section 



Put answers to problems In the^ blocks provided. 
Add and Check: , .. 

1. 7 + 3 + 9 + 4 + 8 + 16 = 2. 279 

637 
738 
457 
962 
_±_444 

4. 569397 
+ 379688 



Subtract and Check: 

5. 4131 6. 38332 7. 402302 . 

- 953 • 19049 - 91559 



f). 

9. 238 10. 5698 11. 8030 12. 409 x 8800 

X 79 X 209 X 690 



Divide and Check: 
13." 14. 15. 16. 

4 7604 9 27648 26 157664 54 96498 



Name 



4789 
6837 
5393 
+ 4579 



8. 40050 
• 8592 
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ASSIGNMENT SHEET #1 

I 

Put answers to problems in the blocks provided. 
Add and check: 

17. 5.4 + 7.68 + 19 + 2.2 = '20. 

18. 81.51 + 65.52 + 11.5 + 14 = 

19. $55.15 + $.75 + $10 + $12.37 = 
Subtract and Check: 



21. 32 
- 6.17 



22. 



23.5 
- 6.01 



23. 



64.09 
.85 

1.Q7 
10. 

3.25 



72.519 
- 2.360 



24. 



632 - 2.79 = 



Multiply and Check: ^ 



25. 



23.3 
x4.3 



26. 



1.869 
X 37 



27. 



5.766 
X8.01 



28. 47.3 X .095 



V- Divide and Check: 

29. 30.- 31. 

8.3 .0415 1.08 5.8969 3.22 64400 



32. 



9.06 832.2516 
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UNIT I 



ASSIGNMENT SHEET #2-PLACE VALUE 

1. Give the* place value of each digit in the number 678,924. 

a. 6- 

b. >7- 

c. 8- 

d. 9- 

e. 2- 

f. 4« 

Z Give the numeral for the following word numbers. 

j 

^ ^a. One hundred two 

■ II 

_b. Three hui|dred forty-seven 

c . Thlrty*six dollars 

d . Five thousand four hundred eleven 

^e. Twenty*three thousand forty-one dollars 



Three hundred forty-seven thousand, five hundred 
eighty-nine 
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ASSIGNMENT SHEET #3"R0UNDING 
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Round to the nearer ten. 

a. 35 

b. 326 

c. 468 

d. 9630 . ^ 

e. 475 

Round to the nearer hundred. 

a. 670 

b. 8920 

c. 4675 

d. 91,349 

e. 6793 

Round to the nearer thousand. 

a. 6789^ 

b. 46,572 

c. 693,420 

d. 67,900 

e. 86,740 



f. 67,807 

g. 91,017 

h. 834 
I.' 903 

j. 678,943 



f. 68,924 



9- 
h. 



893 
4756 
89,204 
8910 



f. 89,002 

g. 6734 

h. 56,099 

i. 86,743 
j. 91,900 
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WHOLE NUMBERS 
UNIT I 

ASSrGNMENT SHEET #4-ADDITI0N 



1. ADD: 



1. 


2. 


3. 


4. 


5. 


6. 




7. 


8. 


16 


96 


17 


34 


56 


51 

w 1 




36 


79 

# w 


94 


14 


21 


25 


24 


37 




74 


24 


71 


53 


72 


51 


75 


42 




69 

WW 


15 

■ w 


39 


57 


45 


18 


35 


23 




41 


95 


65 


12 


2T 


61 


72 


14 




28 


77 


15 


68 


24- 


14 


38 


33 




16 


39 


9. 


10. 


11. 


12. 


13. 


14. 




15. 


16. 




12 




oo 


17 






76 


45 


12 


R5 


12 


27 


83 


13 




34 


65 






6R 


12 


10 


72 




12 


26 


18 


14 


67 


65 


62 


81' 

U 1 




98 


84 


O 1 


83 


43 




17 


18 




39 


12 


61 


13 


19 


67 


31 

O 1 


11 




71 


64 


45 


82 


91 


43 


81 


72 




15 


34 


12 


64 


23 


15 


29 


25 




81 


83 


2? 


14 




85 


1R 


13 




14 


27 

-* 


17. 


18. 


19. 


20. 


21. 


22. 


23. 


24. 


$18.09 


$10.10 


$ 1.75 


$17.26 


$12.37 


$ 1.27 


$32.46 


$ 6.05 


.78 


1.21 


16.29 


9.04 


1.56 


10.48 


.74 




13.12 


4.46 


15.57 


1.25 


40.76 


42.83 


. 15.09 


1.26 




1.98 


12.26 


7.75 


75.03 


.39 


9.03 


3.23 


16.27 




.19 


.93 


.09 


8.42 


.68 


.72 


.35 


3.45 




.46 


.07 


30.01 


.94 


1.39 


8.12 


9.26 


11.92 




.84 


17.99 


9.96 


16.05 


11.18 


28.11 


1.84 


4.12 




15.13 


1.24 


18.72 


.59 


18.11 


5.39 


7,78 


.93 




17.49 


8.92 


12.48 


8.27 


2.79 


.07 


19.72 


3.17 




8.27 


15.55 


8.93 


13.03 


10.06 


13.60 


12.29 


19.18 




18.03 



2. Complete the following problems, using horizontal and vertical addition: 

1. 10 + 2+ 4 + 6 + 9 + 8 = 2. 3 + 7 + 6 + 5 + 2 + 6 

6 + 9 + 6 + 4 + 1+ 3 - 2 + 10 +9 + 44-8 + 9 

9 + 3 + 8 + 7+ 4 + 9 ^ 7 + 8 + 5 + 6 + 5 + 3 

7 + 9 + 5 +10+ 5 + 5 12 + 4 + 9 + 8 +10+ 8 

10 + 4 + 8 + 7 + 6 + 9 - 9 + 8 + 7 + 3 + 3 + 2 

+ + + + + S 4.4.4.4.4. 
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Subtract: 



WHOLE NUMBEftS 
UNIT I 

ASSIGNMENT SHEET #5"SUBTRACTI0N 



1. 



75 
56 



84 
57 



3. 



4635 
3187 



4. 



4178 
1539 



5. 



218 
119 



983 
656 



7. 



771 
289 



8. 



53 
39 



9. 



74 

26 



10. 



62 
29 



11. 



77 
39 



12. 



123 
67 



13. 



Ill 

79 



14. 



204 
78 



15. 



356 
178 



16. 



378 
179 



17. 



to 
2 



18. 



365 
209 



19. 



6720 
4890 



20. 



7650 
2312 



21. 



24. 



27. 




$51,425 
50.535 



$6783 
2499 



$75,892 
3,475 



23. 



26. 



2§. 



$27,312 
25.497 



$577 
199 



$167,890 
98,002 
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ASSIGNMENT SHEET #6"MULTIPLICATI0N 

Find the product.* 
1. 2. 3. 4. 

3245 1203 2421 5103 

6 3 4 5 



e: 7. 8. 9. 

481 3758 42S6 908 

7 . 6 4 6 



11. 12. 13. 14. : 15. 

56 43 62 67 79 

54 79_ S2_ 85_ 



17. 



18. 



19. 



20. 



21. 



79 

86 



86 
68 



89 
59 



76 
36 



57 
73 



23. 



24. 



25. 



26. 



892 
864 



719 
396 



728 
830 



654 
951 



28. 



29. 



825 
619 



586 
741 



30. 



31. 



483 
921 



375 
381 



5. 

4356 
7 

10. 

3497 
9 



16. 

89 
45. 

22. 

43 
98. 

27. 

913 
537 

32. 

483 
926 
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WHOLE NUMBERS 
UNIT I 

ASSIGNMENT SHEET #7--DIVISI0N 

,. * «> 

Solve the division problems: 



1. 7)49 



2. 3)813 



3. 4)48 4. 3)750 



5. 5)830 6. 2)6704 7. 3)1206 8. BWQ 



9. 29)8507 



10. 62)7739 



11. 28)5212 



12. 34)5950 



13. 17)8364 



14. 71)18,318 



15. 43)10,965 



me. 56)7616 



17. 92)30,084 



18. 37)26,679 



19. 7)4228 



20. 15)24,090 



21. 15)4530 



22. 26)52,260 



23. 13)91,169 



24. 34)17,238 



25. 36)10,080 



26. 17)53,040 



27. 321)110,424 28. 417)12,093 29. 558)65,844 



30. 713)161,149 31. 308)165,432 
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UNIT t 

ANSWERS TO ASSIGNMENT SHEETS 



Assignment Sheet #1 



1. 


47 


12. 


• 

3599200 


23. 


70.159 


2. 


3517 


13. 


1901 


24. 


629.21 


3. 


21598 


14. 


3072 


25. 


100.19 


4. 


949085 


15. 


6064 


26. 


.69.153 


5. 


3178 


16. 


1787 


27. 


46.18566 


6. 


19283 


17. 


34.28 


28. 


4.4935 


7. 


310743 


18. 


172.53 


29. 


.005 


8. 


31458 


19. 


78.27 


30. 


5.46 


9. 


18802 


20. 


79.26 


31. 


20,000 


10. 


1190882 


21. 


' 25.83 


32. 


91.86 


11. 


5540700 


22. 


17.49 







Assignment Sheet #2 



1. 


a. 


hundred thousands 




b. 


ten thousands 




c. 


thousands 




d. 


hundreds 




e. 


tens 




f. 


ones or units 


2. 


a. 


102 




b. 


347 




%. 


$36 




d. 


5,411 




e. 


$23,041 




f. 


347,589 



35Ji 



22-1 



Assignment Sheet #3 



2. 



a. 


40 




67,810 


b. 


330 


g- 


'91,020 


c. 




ti. 


830 


d. 


9630 


i. 


500 


e. 


480 


» j. 


678,940 


a. 


700 


f. 


68,900 


b. 


8900 


g- 


900 


c. 


4700 


h. 


4800 


d. 


91,300 


i. 


89,200 


e. 


6800 


j. 


8900 


a. 


7000 . 


f. 


89,000 


b. 


47,000 


g. 


7000. 


c. 


693,000 




56,000 



d. 68,000 

e. 87,000 



Assignment She^t #4 
1 



87,000f 



92,000 



1. 


300 


. 13. 


345 


2. 


300 


14. 


' 330 


3. 


200 


15. 


440 


4., 


200 


16. 


440 ' 


5. 


300 


17. 


$80.29 


6. 


200 


"18. 


$1-14.82 


7. 


264 


19. 


$141.62 


8. 


329 


20. 


$111.66 


9. 


300 


.21- 


$121.80 


10. 


380 


22. 


$81.31 




420 . 


23. 


$93.50 


12. 


430 


24. 


$81.56 
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2. 1. 193 

2. 188 
Assignment Sheet #5 



1. 


1^ 


9i 


48 


17. 


4,528 


2. 


27 


10* 


33 


18. 


156 


O 

o. 


1 AAQ 


i 1 

1 1. 


3o 


19. 


1,830 


4.- 


2,639 " 


12.' 


56 


20. 


5,338 


5. , 


99 


13. 


32 


21. 


$888 


6. 


327 


14. 


126 


22. 


$890 


7.. 


482 


15. 


178 


23. 


$1,815 


8. 


14 


16. 


179 


24. 


$1,475 


Assignment Sheet 


#6 








1. 


19,470 


11. ' 


3,024 


21. 


4,161 


2. 


3,690 


12. 


3,397 


22. 


4,214 


3. 


9,684 ' 


13. 


5,704 


23. 


770,688 


4. 


2,5650 


14. 


5,695 


24. 


284,724 


5; 


30,492 


15. 


2,291 


25. 


604,240 


6. 


3,367 


16. 


4,005 


26. 


621,954 


7. 


22,548 


17. 


6,794 


27. 


490,281 


8. 


17,024 


18. 


5,848 


28. 


510,675 


a 


5,448 


19. 


5,251 


29. 


434,226 


10. 


31,473 


20. 


2,736 


30. 

* 


444,843 



25. $4,284 

26. $378 



27. $20,021. 

/ 

28. $72,417 



2^. $69,888 

I 



31. 142,875 

32. 447,258 



Assignment Sheet #7 



1. 


7 




'l4. 


258 


27. 


•344 






2. 


271 




15. 


255 


28. 


29 






3. 


12 




~ 16. 


136 


29. 


118 






4. 


250 




17. 


327 


30. 


226 


R 


11 


5. 


166 




18. 


721 R 2 


31. 


538 


R 


272 


6: 


3352 




19. 


604 










7. 


402 




20. 


1606 










8. 


31 




21. 


302 










9. 


295 R 


15 


22. 


2010 










10. 


124 R 


51 


23. 


7013 










11. 


186 R 


4 


24. 


507 










12. 


175 




25. 


280 










13. 


492 




26. 


3120 











WHOLE NUMBERS 
UNIT I 



TEST 



Identify the parts of the following operations from the list of words. Write the 
number of the correct word .in the blank. Some of the words may be used 
more than once. 





a. 


1 . 


Factor 


-298 (b) 










D. 


z. 


Remainder 




c. 


o. 


Suin 


xlO (e) 








360 (f) 


d. 


4. 


Difference 


11 (g) 


e. 


5. 


Divisor 


12(j))135 (h) 








132 


f. 


6. 


Minuend ^ 


3. (i) 










g- 


7. 


Subtrahend 


' 365 (k) 








789 (k) 


h. 


8. 


Product 


340 (k) 






1494 (1) 


i. 


9. 


Dividend 




i. 


10. 


Quotient 




k. 


11. 


Addend 




1. 







Give the place values in the numeral 602,412. 



a^ 


6- 


b. 


0- 


c. 


2- 


d. 


4- 


e. 


1-- 


f. 


2- 



36 J 



26*1 



Round: 

a* 146 to the nearer hundred %^ 

b. 148,251 to the nearer ten 

c. 7962 to the nearer thousand 

d. 485 to the nearer hundred 

e. 12,421 to the nearer thousand 
Solve the following: 

a. 367 b. . 3526 c. 39,670 

2140 - 908 234 

672 ^ 6,790 



.375 e. 6248 1 29rOT 

x23 x324 



g. 3216892 h. 36,489 

-20,892 
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WHOLE NUMBERS 
UNIT I 



ANSWERS TO TEST 



1. 



3. 



4. 



a. 


6 g. 


10 


b. 


7 h. 


9 


c. 


4 i. 


2 


d. 


1 J*. 


5 


e. 


1 k. 


11 


f. 


8 1. 


3 


a. 


Hundred thousands 




b. 


Ten thousands 




c. 


Thousands 




d. 


Hundreds 




e. 


Tens 




f. 


Units or ones 




a. 


100 




b. 


148,250 




c. 


8000 




d. 


500 




e. 


12,000 




a. 


31 79 




b. 


2618 


* 


c. 


46,694 




d. 


&625 




e. 


2,028,352 




f. 


21 




g- 


215 R 12 




h. 


15,597 
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DE I . 29-1 



MULTIPLYING DECIMALS 
UNIT II 

TERMINAL OBJECTIVE 

After completion of this unit, the student should be able to multiply decimal numbers 
correctly locating the decimal point in the product This knowledge should be evidenced 
by scoring eighty-five percent on the unit test. 

SPECIFIC OBJECTIVES 

After completion of this unit, the student should be able to: 

■I , 

1. Multiply and locate the decimal pQ|nt in ten stated problem?* 

2. Solve three problems using 10, 100, or lOOQ^s a factor. 




! 

5 
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MULTIPLYING DECIMALS 
UNIT II 



DE I - 31-1 



SUGGESTED ACTIVITIES 

I. DE Teacher-Coordinator: ^ 

A. Provide students with objective sheet. 

B. Provide students with information and assignment sheets. 

C. Discuss terminal and specific objectives. 

D. Discuss information and assignment sheets. 

E. Give test. ^ ^ 
IL Student: 

A. Read objective sheet. 

B. Study information sheet. 
^r^C6mj3lete assignment sheets. 

D. Take test. ' . ^ 

INSTRUCTIONAL MATERIALS ^ ^ 

1. Included in this unit: 

A. Objectives 

B. Information sheet 

C. Assignment sheets 

1* Assignment Sheet #1 -Locating Decimal Points 

2* Assignment Sheet #2-Multiplying Decimals 

a Assignment Sheet #3"^Multiplying by 10, 100, 1000 

D. Answers to assignment sheets 
E* Test 

F. Answers to test 

Mi 
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IL References: 




Nelson, Gilbert D., Frank C. Mooh^ Carl Hamburger, and Philip Becker. 
General Mathematics for the Shop. Boston, Massachusetts: Houghton-Mifflin 
Company, 1951. 

Brown, Walter C. Basic /Mathematics. South Holland, lllinoijs: 
Gbodheart-Willcox Company, 1968. ,, 

Gold,. Marvin and Robert E. Carlberg. Modern Applied Mathematics. Boston, 
Massachusetts: Houghton-Mifflin Company, 1971. 

Brown, Kenneth E., Daniel W. Sander, and Leonard Simon. General 
Mathematics, Book I. Dallas, Texas: Laidlaw Brothers, 1964. 

Spann, Margaret. Vocational Related Mdth. revised. Stillwater, Oklahoma: 
State Department of Vocational and Technical Education, 1972, 
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MULTIPLYING DECIMALS 
UNIT II / 

/ • 

INFORMATION SHEET 



Multiplying decimal numerals 

A. Multiply the same as with whole nuTftbers 

(NOTE: In writing the multiplication problems the decimal points do not 
have to be in column.) , 

8. Total the number of decimal places to the right of the decimal point in 
both of the factors being multiplied 

C. Locate the decimal point by starting at the extreme right digit in the answer 
and count off as many places to the left as the total of B indicates 

Examples: Multiply 27.935 x 7.7 

27.935 3 places 

7.07 2 places 



195545 
1955450 



197.50045 5 places 

2.31 X .014 

- 2.31 2 places 

- .014 3 places 
924 

231 
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.03234 5 places 

(NOTE: The zero was added to provide the fifth place as needed.) 
Multiplying by 10, 100, or 1000 

A. Multiplying by lO^-Move the decimal point one place to the right 
Example: 1.45 x 10 ^ 14.5 

B. Multiplying by 100-Move the decimal point two places to the right 
Example: 1.45 x 100 ^ 145 

C. Multiplying by 1000=-Move the decimal point three places to the right 
Example: 1.45 x 1000 - 1450 

* (NOTE: A zero had to be added to get the third place.^ 
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DE I • 35-1 

MULTIPLYING DECIMALS 

UNIT II ' 

ASSIGNMENT SHEET #T"LOCATiWG DECIMAL POINTS 

(NOTE: Total the number of decimal places to the right of the decimal point in both 
the factors. This total represents the correct number of decimal places in the product.) 

Examples: 4.2 x 0.3 = 1.26 1.4 x 0.49 = 0.686 

1 + 1=2 places 1+2 = 3 places 

1. Using the examples above, explain how the decimal point was located in each 
of these problems. 

a. 14.7 X 0.13 = 1.911 d. 0.002 x 15.4 = 0.0308 

b. 0.07 X 0.004 = 0.00028 e. 15 x 1.5 = 22.5 

c. 2.5 X 7.5 = 18.75 f. 0.008 x 0.9 ==_ 0.072 

2. Correctly place the decimal points in these products. Add lieros when needed. 



a. 


224 X 


2.4 = 


5376 


9- 


22.4 X 0.24 5376 


b. 


2.24 X 


0.024 


= 5376 


h. 


0.0224 X 0.24 = 5376 


c. 


0.688 . 


K 0.45 


= 30960 


i. 


68.8 X 0.45 = 30960 


d. 


6.88 X 


0.45 = 


^ 30960 


j. 


6.88 X 4.5 30960 


e. 


3.61 X 


5.7 = 


20577 


k. 


0.361 X 5.7 20577 


f. 


36.1 X 


5.7 = 


20577 


1. 


0.361 X 0.057 = 20577 
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MULTIPLYING DECIMALS 
UNIT II 



ASSIGNMENf SHEET #2"MULTIPLYING DECIMALS 
Directions: Rewrite and multiply these problems. Locate the decimal point in the product. 



1. 


2.64 X 3.1 = 


2. 


120 X .33 = 


3. 


2.25 X .51 = 


4. 


35 X 8.5 = 


5. 


26.4 X 3.8 = 


6. 


7.02 X .92 = 


7. 


.83 X .55 = 


8. 


28.2 X .9 = 


9. 


.069 X .01 = 


10. 


7.52 X 3.01 = 


IT. 


32.1 X 29.9 = 


12. 


.168 X 12 = 


13. 


78 X 9.1 = 


14. 


69.3 X .75 = 


15. 


.043 X 2.4 = 


16. 


574 X .34 ^ 


17. 


10.52 X .54 s 


18. 


9.06 X 4.3 = 


19. 


21.6 X .3 = 


20. 


60.1 X 8.2 = 



Of I - 39-1 



• MULTIPLYING DECIMALS 
UNIT II 

i ' 

ASSIGNMENT SHEET #3--MULTIPLYING BY 10, TOO, 1000 

8 '■' 

Directions: Multiply these problems. 

1. 287 2. .0351 3. 30,99 4. 4.45 5. 64.8 

100 10 100 1000 -10. 



.3967 7. 37.8 8. .0064 9. .3684 10. .0064 

100 100 1000 10 10 



11. 69.239 X 100 = 16. .892 x 10 = 



12. 5.766 x 10,000 = 17. 6.69 x 1,000 

13. 2,801 X 10 = 18. 47.3 X 100 = 

14. 8.16 X 100 = 19. .0957 x 100 = 

15. %108 X 100 = 20. * 61.75 x 10 = 



3bf) 



MULTIPLYING DECIMALS 
UNIT II 



ANSWERS TO ASSIGNMENT SHEETS 




5.376 

.005376 

30.960 

30.960 

2.0577 

.020577 



Assignment^p^heet #2 



1. 


8.184 


2. 


39.60 


3. 


1.1475 


4. 


297.5 


5. 


100.32 


6. 


6.4584 


7. 


.4565 


8. 


25.38 


9. 


.00069 


10. 


22.6352 



11. 

12. 

ia 

14. 

15. 
16. 
17. 
18. 
19. 
20. 



959.79 

2.016 

709.8 

51.975 

.1032 

195.16 

5.6808 

38.958 

6.48 

492.82 



3rJ 



1. 


28,700 - 


2. 


.351 


3. 


3,099 


4. 


4.450 


5. 


648 


6. 


39.67 


7. 


3,780 


8. 


6.4 


9. 


3.684« 


10. 


.064 



11. 6,923,9 

12. 57,660 

13. 28,010 

14. 816 

15. 810.8 

16. 8.92 

17. 6,690 

18. 4,730 

19. 9.57 

20. 617.5 



» 
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MULTIPLYING DECIMALS 
UNIT II 



• TEST 

1. Multiply and/oi- locate the decimal points in ^ese ten problems, 
a. 2.6 X 4.7 = 1222. . 



f. 



£(36 X .06 = 5634 



c. 8.03 X 9.2 = 73876 

d. .119 X .05 - 595 

e. .39 X .25 = 975 



9 



1.3 
98 



92.07 
7.392 



i. 16 X 1.5 

j. 9.5 X .76 = * 

Sqlve these three problems using jO, 100, or 1000 ast,a factor. 

a. 8.76 X 100 = ^ . a 

b. .0816 X 1000 = ' : 

c. 68.4 X 10 = " 
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MULTIPLYING DECIMALS 
UNIT 1 1 




ANSWERS TO TEST 



a. 


12.22 


b. 


56.34 


d. 


73.876 


d. 


.00595 


e. 


.0975 


f. 


7.2 


g- 


127.4' 


h. 


680.58144 


S 


24.0 




j- 


7.22 


a. 


876 


b. 


81.6 


c. 


684 
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PERCENT 
UNIT III 



TERMINAL' OBJECTtVE 



After comptption of this unit, the student should be able to wri^ fractions as decimals 
and percents/decimals as fractions and percents, and percents as' fractions and decimals. 
This knowledge should *be evidenced by scoring eighty-five perdent on the unit test. 

SPECIFIC OBJECTIVES 

* . . '■* 

After completion of .this unit, the student should be able to: 

1. Write ten fractions as decimals and percents. 

2. Write ten percents as fractions and decimals. 

3. Write tpn decimals as fractions and percents. 

4. " Convert whole or mixed numbe^^ to fractions, decimals, and percents. 



/ 
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PERCENT 
UNIT III 



' SUGGESTED ACTIVITIES 

DE Teacher-Coordinator^^ 

A. Provide students with objective sheet. 

B. Provide students with information and assignment sheets. 

C. Discuss terminal and specific objectives, 

D. Discuss information and assignment sheets. j 

E. Demonstrate and discuss procedures outlined on the assignment sheets. 

F. Give test. 
Student: 

Read objective sheet. 

B. Study information sheet. 

C. Complete assignment sheets. 

D. Take test. 

INSTRUCTIONAL MATERIALS 

Included in this unit: 

A. Objective sheet 

B. Information sheet 
C; Assignment sheets 

1. 'Assignment Sheet #1-Write Fractions as Decimals and Percents 

2. Assignment Sheet #2--Write Percents as Fractions and Decimals 

3. Assignment Sheet #3-Write Decimals as Fractions and Percents 

4. Assignment Sheet #4"Convert Whole or Mixed Numbers to 
Fractions, Decimals, and Percents 



31o 
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D. Answers to assignment sheets 



E. Test 

F* Answers to test 
References: 

A. Olivo, C. Thomas and Thomas P. Olivo. Basic Mathematics Simplified. 
Albany, New York: Delmar Publishers, 1972. 

B. Spann, Margaret. Vocational Related Math, revised. Stillwater, Oklahoma.*^ 
State Department Vocational and Technical Education, 1972. 
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PERCENT 
qNIT III 



INFORMATION SHEET. 



Writing fractions as decimals and percents 

A. Fractions as decimals-Divide the numerator by the denominator 
Example: 5 .625 



5 
8 



8) 5.000 
48 
20 
J6 
40 
40 



B. FraoajdnSj^ percents 

1. ( ExpCe^ the fraction in decimal form 

2. Move the decimal point two places to the right 

3. Place the % symbol after the number 



Example: _7 .2121 - = .2121 

33 33 ) 7.00 
66. 
40 
33 
70 
66. 
40 
33 
7 



21.21% 



(NOTE: Percent means that some number is being compared to 100.) 

4. Multiply the numerator and denominator by that number which 
will change the denominator to 100 

5. Drop the denominator 

6. Add the % symbol 



Example: 



1 - 
4 



J5 _ 
25 



75 
100 



^ 75% 
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INFORMATION SHEET 

Expressing percents as fractions and decimals 

A, Percents as fractions 

1. Drop the percent symbol 

2. Place the number over 100 
(NOTE: Reduce to simplest form.) 
Examples: 38% - = 

100 

33 1/3% ^ 33 1/3 ^ ~ _ 1 
100 ^ 100 3 

B. Percents as decimals 

1. Drop the percent symbol 

2. Move the decimal point two places to the left 
Examples: 74% ^ .74 

33*^% ^ .33*2^ ♦ 
Expressing decimals as fractions and percents 
A. Decimals as fractions 

1. If there is one decimal place, drop the decimal point and place 
the number over 10 

4 2 

Example: To ^ "5 

2. If there are two decimal places, drop the decimal point and place 
the number over 100 

Example: .7^.^=3 

3. If there are three decimal places, drop the decimal point and place 
the number over 1000 

Example: .375 = = f 

i 

(NOTE: Do not forget to reduce to simplest form.) 
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. INFORMATION SHEET 

Decimals as percents 

!• Move the decimal point two places to the right 
2. Place the percent symbol after the number 

Examples: 4 = 400% 
•37 = 37% 

Whole or mixed numbers to fractions, decimals, and percent equivalents 
Mixed or 



Whole number 


Fractions - 

ft 


b/CUII 1 icf Id 


rcrucill 


12 1/2 


1/8 


.125 or 


12 1/2% 


20- i 


1/5 






25 


1/4 


.25 


25% 


33 1/3 


1/3 


.33 1/3 


33 1/3% 


37 1/2 


3/8 


.375 or 
.37 1/2 


37 1/2% 


40 


2/5 ' 


.40 


40% 


50 


1/2 


.50 


50% 


60 


3/5 


.60 


60% 


62 1/2 


' 5/8 


.625 or 
.62 1/2 


62 1/2% 


66 2/3 


2/3 


.66 2/3 


66 2/3% 


75 


3/4 


.75 


75% 


80 


4/5 


.80 


80% 


87 1/2 

•J 


7/8 


.875 or 
.87 1/2 


87 1/2% 


1 


1 • 


1.00 


100% 



PERCENT 
UNIT III 



ASSIGNMENT SHEET #1-WRITE FRACTIONS AS DECIMALS 

AND PERCENTS 

, Express each fraction as a decimal. 

a. 1/8 

b. 1/4 

c. 1/2 

d. 3/4 

e. 5/8 

f. 7/20 

g. 7/16 

h. ' 1/9 

i. 4/9 ' ° ' 
j. 4/5 

Express each fraction as a percent. 

a. 1/4 

b. 2/9 ^ 

c. 7/10 

d. 3/4 

e. 2/2 

f. / 9/11 
g| 1/3 
h 4/9 
i.| 2/6 
j.j 5/8 



PERCENT 
UNIT III 



ASSIGNMENT SHEET #2-WRITE PERCENTS AS FRACTIONS 

AND DECIMALS 



Express each percent as a fraction. 



a. 


50% 


b. 


25% 


c. 


33 1/3% 


d: 


36% 


e. 


28% . 


f. 


14 2/7% 


g- 


21% 


h. 


45% 


i. 


66 2/3% 


j. 


70% 



Express each percent as a decimal. 

a. 47% 

b. 15% 

c. 33.3% 

d. 62% 

e. 75% ft 

f. 3% 

g. 16.8% 

h. • 9% 

i. 10% 
j. 50% 



PERCENT 
UNIT III 



ASSIGNMENT SHEET #3"WRITE DECIMALS AS FRACTIONS 

AND PER CENTS 



Express each decimal as a fraction. 



a. 


.5 


b. 


.8 


c. 


.7 


d. 


.25 


e. 


.68 


f. 


. .55 


g- 


.94 


h. 


.375 


I. 


.875 




.21 2 



Express each decimal as a percent. 



a. 


;12 


b. 


.19 


c. 


.7 


d. 


.29 


e. 


.37 


f. 


.42 


g. 


.5 


h. 


.523 


1. 


.746 


j- 


3.75 



3d2 
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PERCENT 
UNIT III 



ASSIGNMENT SHEET #4--C0NVERT WHOLE OR MIXED NUMBERS 
TO FRACTIONS, DECIMALS, AND PERCENTS 



Fill in the blanks on the following chart 
Whole or 

Mixed Numbers Fractions Decimals Percents 



1. 12 1/2 _____ 12 1/2% 

2. - 1/5 20% 



3. 25 



11. 75 



4. 33 T/3 1/3 



12. 4/5 



7. 1/2 .50 

8. 60 



9. 5/8 .625 or 

.62 1/2 

10. 2/3 



'0 



5. 3/8 .375 or 37 1/2% 

.37 1/2 

6. 2/5 



13. ^ ___ 87 1/2% 

14. ' ^ 100% j 




PERCENT 
UNIT III 



ANSWERS TO ASSIGNMENT SHEETS 



Assignment Sheet #1 /\ 






1 . 


a. 


.125 


f. 


.35 




Li 

D. 




g. 


.4375 




C. 


.50 


u 

n. 


i i i i 

.1111" 




d. 


.75 


1. 


.444- 




e. 


.625 
* 


j- 


.80 


2. 


a. 


25% 


f. 


81.81% or 81 9/11% 




b. 


22 2/9% or 22.22% 


g- 


33 1/3% or 33.33% 




c. 


70% 


h. 


44.44% or 44 4/9% 




d. 


75% 


1. 


33 1/3% or 33,33% 




e. 


100% 


j. 


62 1/2% or 62.5% 


Assignment Sheet #2 






1. 


a. 


1/2 


f. 






b. 


1/4 


g- 


21/100 




G. 


1/3 


h. 


9/20 




d. 


9/25 


i. 


2/3 

« 




e. 


7/25 


j- 


7/10 

<5.. 


2. 


a. 


A7 


f. 


.03 




b. 


.15 


Q- 


.168 




c* 


.333 


h. 


.09 




d. 


.62 


i. 


.10 




e. 


.75 


j. 


.50 










• 
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ivsstgnment Sheet #3 

- 1. a. 1/2 f. 11/20 



"b. 4/5 g. 47/50 
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c. 7/10 h. 3/8 

d. 1/4 i. 7/8 

e. 17/25 j. 53/250 

2. a. 12% f. 42% 

b. 19% g. 50% 

c. 70% h. 52.3% 

d. 29% i. 74.6% 

e. 37% j. 375% 

Assignment Sheet #4 



1. 


1/8 


.125 or .12 1/2 




2. 


20 


.20 




3. 


1/4 


.25 


25% 


4. 


.33 1/3 


.33 1/3% 

1! 




5. 


37 1/2 






6. 


40 


.40 


40% 


7. 


50 


; i5q% 




8. 


3/5 




60% 


9. 


62 1/2- 1 


k 62 1/2% ♦ 




10.. 


66 2/3 i 


2/3 


66 2/3% 


11. 


3/4 


■-i .75 


75% 


12. 


80 i 




80% 


13. 


87 1/2 




.875 or .87 


14. 


1 


1 '■], ■ 


1.00 



.4 , '4 
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PERCENq>^ 
UNIT III 



1. Write the following fractions as decimals and percen^s. 

a. 1/3 f. 1/8 ^ * • 

b. 2/3 g. 2/7 

c. 3/25 h. 1/5 / 

d. 7/9 . i. 5/6 

e. 7/16 j. /2/10 

2. Write the following percents 4?, fractions and decimals. 

a. 8% ' f. 32% 

b. 12% . / g. 45% 

c. 19% h. 72% 

d. 22% J i. 250% 

e. 29% j. 100% 

3. Write th& following decimals as fractions and percents. 

a. 14. f. .66 

b. .25 , g. 1.75 

I 

c. .375 I h. 3.80 

.. ] 

d/ .4er^| i. .875 

e. .50 j. 1.875 , 

4. Performance on objective four will be evaluated by Assignment Sheet #4. 
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PERCENT 
UNIT III 










. 






^NSWEBS-TCUT 




■ - 






1. 


a. 


.33-; 33 1/3% or 33/33% 


l! 




. . ... ._ . ^ 






b. 


.666-; 66 2/3% 


or 66.66% 








1 




c. 


.12; 12% 




i 








o 


d. 


.777 ->; 77 7/9% 


or- 77.77% 


, li 






3 




e. 


.437^; 43.75% oi* 43 3/4% 


L' 

■■ 










f. 


.125; 12.5% or 12 1/2% 


■'■ (/ 










g- 


.2857; 28.57% 




V 


<> 








h. 
















i. 


.833"-; 83 1/3% 


or 83.33% 

1, 












j. 


.20; 20% 


1 








• 


















2. 


a. 


2/25; .08 














h. 


3/25; .12 














c. 




* 












d. 


n/50; .22 














e. 


29/100; .29 














f. 


I 8/25; .32 














g- 


9/20; .45 














h. 


* 

18/25; .72 




• 










i. 


5/2; 2/50 














j- 


1/1; 1 












3. 


a. 


7750; 14% 














b. 


.1/4; 25% ' 










• 




c. 


i3/8; 37.5% or 37 


1/2% 




























• 
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d. 23/50; 46% 

e. 1/2; 50% 

f. 33/50; 66% 



, 7/ /1; 175-%- 



4. 



h. 19/5; 380% 

i. 7/8; 87.5% or 87 1/2% 

j. 15/8; 187.5% or 187 1/2% 

Evaluated to the satisfaction of the instructor. (Assignment Sheet #4) 
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WAGES 
UNIT IV 



Upon completion of this unit, the student should be able to figure his wages if he is 
paid on an hourly basis or on a commission basis. This knowledge will be evidenced by 
scoring eiglity-five percent on the unit test. - 
♦ 



SPECIFIC OBJECTIVES 



After completion of this unit, the student should be able to: 



\ 



1. Solve seven problems on wages when given the number of hours worked 
and rate per hour. 

2. Solve six problems when employee is paid a base pay plus a commission 
on his sales for the week. 



3o!) 



ERIC 



DE I - 71-1 



WAGES 
UNIT IV 



SUGGESTED ACTIVITI ES_ 



I. DE Teacher-Coordinator: 

A. Provide students with objective sheet. 

B. Provide students with information and assignment sheets. 

C. Discuss terminal and specific objectives. 

D. Discuss information and assignment sheets. 

E. Give test. 
II. Student: 

A. Read bbjective sheet. 

B. Study information sheet. • 

C. Complete assignment sheets. 

D. Take test. 

INSTRUCTIONAL MATERIALS 

I. Included in this unit: 

A. Objective sheet 

B. Information sheet 

C. Assignment sheets, 

1. Assignment Sheet #1-Hourly Pay 

2. Assignment Sheet #2-Hourly Wages Involving Overtime 

3. Assignment Sheet #5-Rate of Commission 

D. Answers to assignment sheets 

E. Test 

F. Answers to test 
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WAGES 
UNIT IV 



mFQRMATtnN RHFFT 



I. Wages from hourly earnings 



A. Regular hours x base rate = regular pay 

Example: 40 (regular hours) x $1.68 (regular rate) = $67.20 regular 
pay 

B. Overtime hours x 1 1/2 base rate = overtime pay 

• Example: 6 1/2 (overtime hours) x $2.52 (overtime rate) = $16.38 
overtime pay 

C. Regular pay + overtime pay = total pay or gross pay 

Example: $67.20 (regular pay) + $16.38 (overtime pay) = $83.58 total 
pay 

II. Earnings on a commission basis 

A. Express the rate of commission as a decimal fraction 

8. Multiply the number of dollars on which the commission is to be paid 
by the, decimal fraction 

C. Add the answer in Step 8 to the base pay ' 

Example: A salary of $40.00 per week plus a 7% commisiloa on all 
sales. Total sales $990. How much does he earn altbgether. 

7% = 7/100 = .07 
.07 X 990 = $69.30 
$40.00 + $69.30 » $109.30 



10 
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WAGES 
UNIT IV 



ASSIGNMENT SHEET #1.-H0URtY-PAY 



3ohn has a job washing dishes in a cafe. He works five days per week, eight 



hours pe^r day. He is paid $1.00 for each hour he works. 

a. How\many hours does he work each day? 

b. How rfiany hours does he work per week? 

c. How mii^h does he earn each (Jay he works? 

d. How mucf^ is his pay for the week? 

e. If he only Worked four days one week, how much would his pay be for 
that week? \ 

2,. Jim works as a janitor\Mn an office building. He works eight hours per day 
Monday through Fffday and four hours on Saturday, He is paid $1,00 for.each 
hour he works. 

a. How many hours does he work per week? 

b. How much does he get paid for a week?* 

c. Suppose he took a Saturday off one week, what would his pay be for 
that week? 

• 

3, Jim has a job working in a supermarket. He works seven hours per day Monday 
through Friday and five hours on Saturday, He Is paid at a rate of $1,00 per 
hour, 

* 

a. How many hours does he work per week? % 

b. How much would his pay be for one week? 

4, Frank has a job working in a gas station. He works eight hours a day,Vrx days 
per week. He is paid $1,25 for each hour he works. 

a. How many hours does he work per day? 

^\ 

b. How many hours does he work each week? 

c. How much does he earn per day? 

d. ^ How much is his weekly wages? i 

5, John works for a nursery. He works five days per week, eight hours per day, 
Hj is paid at the rate of $1.25 for each hour he works, 

aX How many hours does he work each day? 

b. What is he paid per hour? 

3J3 
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ASSIGNMENT SHEET #1 
c. . How much does he earn per day? 



low-many hours does he work per week? 

^ .. i ^ ... ■ ■ _ 

e; How much does he~earn~pef~w«i1c?"^ ^ ~" ^ 

Harry works in a furniture shop. He works eight hours per day, six days per 
week. He is paid at the rate of $1.50 per hour. 

a. How many hours does he work per week? 

b. What is his paiy per week? 
Figure out the following problems: 

a. o40 hours @ $1.52 per hour 

b. 20 hours @ $1.00 per hour 



c. 48 hours @ $1.50 per hour 

d. 35 hours @ $1.10 per hour 

e. 44 hours @ $1.30 per hour 

f. 40 hours @ $1.15 per hour 

g. 44 hours @ $1,60 per hour 

h. 40 hours @ $i38^ per hour % 

Joe Brown works in a factory. He Is paid by the hour at the rate of $1*55 
per hour. He works eight hours per day, jMonday through Friday. Figure out 
the following problems. 1 ~ 

a. How much would his daily pay be? 

b. How many hours did he work a week? 

c. How much did he earn per week? 

Frank Jones works in a supermarket. He is paid by the hour at the rate of 
$1^25 per hour. He works eight hours per day Monday through Friday and 
four hours on Saturday. 

a. How much did he earn for each eight hour day he works? 

b. How many days per week did he work? 

c. How many hours does he work a week?" 

d. What are his earnings for the week? 
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ASSIGNMENT SHEET #1 

10. J^ck Stapolsky h as a job wor k ing in a ba kery. He is paid by the hou r at the 
rate of $1.15 per hour. He works seven houi:s-perxlayJi/Ionday through^turday. - 
Figure out his^^pay for the week. 



a. How many hours does he work per week? 

b. How much did he get paid for each day he worked? - ^ 

c. What is his weekly wage? 
11. Compute these wages. 



a. 


40 


hours 


@ 


$1.80. 


per 


hour 


"b. 


40 


hours 


@ 


$1.35 


per 


hour 


c. 


40 


hours 


@ 


$1.23 


per 


hour 


d. 


40 


hours 


@ 


$1.35 


per 


hour 


e. 


40 


hours 


@ 


$1.42 


per 


hour 


f. 


40 


hours 


@ 


$1.39 


per 


hour 



12. Below is an account of the weekly pay roll for a certain company, Pirid the 
total number of hours each man worked and the wages for each. Also find 
the company's total payroll for the week. 



Name 


M. 


T. 


W. 


T. 


F. 


's. 


Hr. 


Rate 


Wages 1 


a. John Doe 


7i 


6 


6 


6 




Th 




$1.50 




b. Pete Smith 


4ya 




6% 


5 


6 


6 




$2.00 




c. Amos Jones 


5 


5 


6 


6 


7 


Tk 




$1.60 




d. David Roe 


4 


5 


5 


6 


6 


6'/a 




$2.00 




e. Ellison West 


5 


5 


6 


6 


6 


6 




$1.45 




f. Jerry Hill 


5 


5 


5 


5 


5 


5 




$1.50 




g. Artie Bell 


6 


6 


7 


7 


Th 


5 




$1.40 




h. John Reed 


5 


5 


5 


6 


6 


6 




$1.30 




1. Ray Watson 


6 


Th 


TA 


Tk 


0 


0 




$1.75 




j. Charlesr Pierce 


7 


1 


6 


6 


5 


4 




$1.80 




k. Totals 
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UNIT IV 



-ASSIGNMENT-SHEET-#2--H0URtY--WAGESHiJyOMLNG^^ 



Complete the following payroll table. Overtime is figured 1 1/2 times regular hourly wage. 





Number 


Rate per 


Rate for 


Regular 


Overtime 


Total 




of Hours 


Hour 


Overtime 


Wages 


Wages 


Pay 


i 
1. 


50 


$1.50 










• 


48 


2.00 










3. 


54 


.80 










4. 


44 


8.00 










0* 


50 


6.00 










6. 


60 


3.00 






- 




7.* 


51 


5.00 










8. 


58 


2.75 




• 






9. 


54' 


6.50 










10. 


60 1 


10.00 










11. 


i 20,00 










i2. 


52 


1.00 










13. 


34 


1.25 










14. 


48 


1.40 










15. 


. 60 


2.10 
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ASSIGNMENT .SHEET/ #3--RATE OF COMMISSION 



Complete the following table. 





Weekly 
Base Pay 


Week's j 
Sales 1 1 


Rate of Commission 
on Sales 


Total 
Pay 


1-. 


$ 75.09 


$ 950.00 1 


3% 




2. 


50.00- 


1800.00 1^ 


10% 




3. 


100.00 


1200.00 

i 


30% 




4. 


*1 60.00 


850.00 


8% 




5. 


120.00 


800.00 


12% 




6. 


75.00 


1000.00 , 


5% 




7. 


120.00 


800.00 


6% 




8. 


60.00 


750.00 


15% 




9. 


65.00 


1000.00 


8% 




10. 


45.00 


4500.00 


5% 




11. 


80,00 


900.00 


20% 




12. 


95.00 


2450.00 


12% 




13. 


100.00 < 


430.00 


A% 




14. 


55.00 


1500.00 


15% 




15. 


80.00 


3000.00 


5% 
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WAGES 
UNIT IV 



ANSWERS TO ASSIGNMENT SHEETS 

■Sr- 

Assignment Sheet #1 



1 

1 . 


3. 


o nOUrS 




h 
U. 


Hu nours 




u. 






H 
Q. 






e. 




o 
z. 


3. 


nours 




u 
u. 


^AA nn 




c. 




o 
o. 


3. 


40 hours 




* D. 


d»>in nn 


A 


3. 


o nours 




u 
U. 


'fo nours 




C* 


<fcin nn 




' H 


<t;Rn nn 


r; 


d. 


Q Kii^iii*c 
o iiuurb 




b. 


$1.25 




c. 


$10.00 




d. 


40 hours 




e. 


$40.00 


6.1 




48 hours 




1 b. 


$72.00 


7. 


a. 


$60.80 




b. 


$20.00 




c. 


$72.00 
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841 





H 






C. 


<xp;7 on 




T, 






g- 


5t>/U.*tU 




n. 


on 


Q 
O. 


3. 






h 


An 1 i*c 
Hu nou rs 




C. 


«t>oz.UU 


Q 


3. 


<!in nn 




h 
D. 


6 days 




C. 


/In 11*1* 

HH nours 




u* 


nn 


in 


O. 


nours 




h 


nR 




C. 


$48 30 


11. 


3. 


$72.00 




b. 


$54.00 




c. 


$49.20 




d. 


$54.00 . 




e. 


$56.80 




t 


$55.60 


12. 




Hours 




a. 


39 




b. 


33 1/2 




c. 


36 1/4 




d. 


32 1/2 




e* 


34 




f. 


30 



Wages 
$ 58.50 

67.00 
58.00 
65.00 
49.30 
45.00 
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g. 38 t/2 53.90 

h. 33 ' 42.90 
2) 1/2 48.13 



j. 35 63.00 
k. Total $550.73 



I 



Assignment Sheet #2 



1 

1 • 




«p ou.uu 




$ o2.50 


2. 


3.00 


80 00 


9d no 




3. 


1.20 


32.00 


16.80 


48.80 


4. 


12.00 


320.00 


48.00 


368.00 


5. 


9.00 


240.00 


90.00 


330 00 


6. 


4.50 


120.00 


90.00 , 


210.00 


7. 


' 7.50 


200.00 


82.50 


282.50 


8. 


4.13 


150.00 


74.34 


224.34 . 


9. 


9.75 


260.00 


136.50 


396.50 


10. 


15.00 


400.00 


300.00 


700.00 


11. 


30.00 


800.00 


750.00 


1550.00 


12. 


1.50 


40.00 


18.00 


58.00 


13. 


1.88 


42.50 




42.50 


14. 


2.10 


56.00 


16.80 


72.80 


15. 


3.15 


84.00 


63.00 


147.00 



Assignment Sheet #3 



1. 


$103.50 


9. 


$145.00 


5. 


$2T6.00 


13. 


$207.50 


2. 


.$230.00 


10. 


$270.00 


6. 


$125.00 


14. 


$280.00 


3. 


$460.00 


11. 


$260.00 


7. 


$168.00 


15. 


$230.00 


4. 


$228.00 


12. 


$389.00 


8. 


$172.50 
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Solve these problems on wages. 





No. of 
Hours 


Rate per 
Hour 


Rate for 
Overtime 


Regular 
Wages 


Overtime 
Wages 


Total 
Pay 


a. 


15 


$ 1.60 










b. 


12 


1.25 










c. 


17 


.90 










d. 


22 


1.50 










e. 


8 


1.65 










f. 


60 


1.60 










g- 


54 


2.70 

1 1 











2. Mrs. Smith is a photo^apht For each class photograph he ^akes he is paid 
$8.25. For each ^individual stucent photograph he is paid $0.55, Ust week; Mr. 
Smith took 15 class photographs and 221 individual studeht photographs* How 
much did he e^rn last week? _ 

3. Fi nd the total twe^kly earnings for each employee listed in the following table 





Employee ^ 


Weekly Base 
Salary 


Week's 
Sales 


Rate of 
Commission 


Total 

3 Pay 


a. 


1 


$ 30.00 


$ 500.00 


2% 




b. 


2 " 


48.00 


2000.00 


3% 




c. 


3 


50.00 


250.00 


4% 




d. 


4 


30.00 


6000.00 


5% 




e. 


5 


60.p0 


1060.00 


6% 




f. 


6 


45.00 


990.00 


3 1/2% 
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ANSWERS TO TEST 



2. 
3. 



a. 
b. 
c. 
d. 
e. 
f. 

g- 



$245.30 

a. $40.00 

b. $108.00 

c. $60.00 
d $330.00 

e. $123.60 

f. J79.65 



Rate for 
Overtime 


Regular 
Wages 


Overtime 
Wages 


Total 
Pay 








$ 24.06 
15.00 
15.30 
33.00 
13.20 
112.00 
124.70 


























$2.40 
$4.05 


$64.00 
$68.00 


$48.00 
$56.70 




o 
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Audio-Visual Supplement 



This supplement was written to benefit the teacher in DE I. The fili^is; filmstrips, 
and slides recommended cannot all be used since the demand for these is gr;eat. However, 
a wide selection of materials is listed from which to choose. These audio-visual materials 
need to ba booked as early as possible to assure coordination of scheduling. All these 
materials may b$ obtained from: | 




Oklahoma State Department, Curriculum 

1515 West Sixth 

Stillwater, Oklahoma 74074 




A key to thejisting includes: F. denotes film, F.S. refers to filmstrip, atid S. designates 
slides. i, 
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A. Orientation 

Unit l' DECA 

F. Tell It Like It Is 

Association Sterling Films 
8fe15 Directors Row 
Dallas, Texas 
PH. (214) 638-6791' 

« ■ • 

Book this film as soon as possible for this school year. There are only 
forty copies, and they are in great demand. Give one or two alternate 
dates when ordering this film. 

F. Second Effort. Color 30 min., 1968 

Selling is compared to the game of football by Vince Lombard!. We I 
must keep going back to the fundamental if we are to succeed. 

State Department of Vocational and Technical Education 
Curriculum and Instructional Materials Center 
1515 West Sixth Avenue 
Stillwater, Oklahoma 74074 

D. Personal Development 

Unit I Good Grooming 

« 

F.S. Young Fashion Forecast: Spring 
F.S. Young Fashion Forecast: Fall 
F.S. Does It Matter How I Look 

Unit III Personality 

F.S. Your Person and Personality 
F.5. Your Personality: You Others Know 
F.S. Your Attitude is Showing 

E. Human Relations 
Unit II Custom and Policies 

F. Your Job: Good Work l4abits Color, 13 '1/2 min.,^ 1970 

F. Your Job: You and Your Boss Color, 16min., 1970 

F. Your Job: Fitting In Color, IB.min., 1970 

F. Keeping Your Job Is Work Color, 12 min., 1972 

F. Job Skills ''^ 
Unit I Basic Selling' 

F.S, Know Your Product 

F. \ Make It Happen Color, 30 min., 1968 

F.S. Selling As a Career 

F.S. Techniques in Selling ^ 

F.S. Sales Clerk Prdfeedures 

S. Successful Selling Jdeas 
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\ 



Unit II Business Letter 

F. Take a Letter From A to Z 

Unit UN Telephone 

Bell Telephone Company 

G. Employment 

Unit I Finding The Right Job 

F. Your Job: Finding the Right On^ 

F. Getting a Job is a Job 

Unit lU Applicatidn Form 

F.S. Your Job 'Application 

* F.S. How to Apply for a Job 

F. Your Job: Applying for It 

F. Applying for a Job 

Unit IV Job Interview 

F.S. Job Interview Tips 

H. Financial Management 
Unit I Budgeting 

F.S. Receiving, Checking, and Marking 

Unit II " Credit . ^ 

F.S. Credit: Consumer Resource 

F.S. Credit Union 

F.S. Charge Account Application 

F. Credit: Capital Idea 

F.S. Charge Card and Chargestatements 

Unit III Banking Services 

F.S. Bank Loan 

Unit I General Insurance 

F.S. Automobile Insurance 



Color, 18 min., 1971 



Color, 13 min., 1970 
Color, 20 min., 1968 



Color, 13 1/2 min., 1970 
Color, 13 1/2 min., 1971 



Color, 18 min., 1970 
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